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Lesson 


Welcome  to  Lesson  11 — the  last  lesson  with  instructions  for  the 
three  credit  Typewriting  10  course.  Lesson  12  will  be  a  review 
lesson. 

At  the  end  of  this  lesson,  you  should  be  able  to: 


I    I  Type  business   letters  on  company 
letterheads . 


Type  small  and  large  envelopes. 


Fold  letters  to  fit  envelopes. 


Use  carbon  copies. 


Take  three-minute  timings. 


Work  we  1 1 ! 


SECTION  A:  BUSINESS  LETTERS 

A.     Basic  Parts  of  a  Letter 


LETTERHEAD 


DATE 


INSIDE  ADDRESS 
& 

SALUTATION 


BODY 


CLOSING 


INITIALS  &  NOTATIONS 
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fW'  BANK  OF  THE  PEOPLE 


112  Ross  Street,  Red  Deer,  Alberta   T5K  K9P 
Telephone:  267-3457 


DauLo.  January  15,  1985 


OriAido, 


Mr.  Edward  G.  Wellman 
3  North  Fifteenth  Street 
Red  Deer,  Alberta 
T5J  2P7 


ScUutatMon 


Dear  Mr.  Wellman 


As  you  know,   this  bank  holds  a  first  mortgage  of 
$25,000  on  your  property,   the  Wellman  Building,  at 
3603  Ross  Street,  Red  Deer,  Alberta. 


Body. 


To  help  us  revaluate  your  property,  will  you  please 
send  us  a  list  of  the  individual  rents  you  receive  from 
this  property.     If  there  are  any  vacancies,    list  them 
also  and  estimate  a  fair  rental  on  each  of  them. 


Is  there  a  second  mortgage  on  your  property?     If  so, 
please  let  us  know  what  the  amount  of  the  second 
mortgage   is  and  what  payments,    if  any,   you  are  making 
on  it  at  the  present  time. 


ConipJJjnentaM.y, 


The  enclosed  envelope  that  is  addressed  and  metered  is 
for  your  convenience  in  replying.  We  shall  appreciate 
your  sending  us  this  information  as  soon  as  possible. 

Very  truly  yours, 


W/iLteji  'a  Jdervtl.^c.cutLorL 

W/LutoJi' A  foALUjon  J.  L.  Sampson 

Ty^pi^t'A  ^""^^^^  Manager 

CndoAu/Le.  enclosure 
Notcution 
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Basic  Parts  of  a  Business  Letter 

1.  Letterhead — companies  use  stationery  with  a  printed 
heading  at  the  top  which     includes  the  company's  name, 
address,  postal  code,   and  usually  the  telephone  number. 
The  letterhead  should  fit  in  the  top  nine  lines  of  the 
paper . 

2.  Date — the  date  includes  the  month,   day,   and  year  in  that 
order.     It  is  typed  on  line  13,   starting  at  the  center. 

3.  Inside  Address — directs  a  letter  to  a  particular  person, 
or  department  or  company.     It  includes  the  name  and 
address  (including  the  postal  code)  of  that  person, 
department,   or  company. 

4.  Sa lutat ion — greets  the  reader. 

5.  The  body  block  is  the  message.     The  body  of  the  letter 
is  usually  single-spaced  with  double-spacing  between 
paragraphs . 

6.  The  c  los  ing  block  includes  a  complimentary  closing  and 
the  person's  name.     The  truly  closings  are  used  for 
business  letters. 

VeA.y,  tAuJjy,  ^oluia, 

7.  The  reference  block  contains  the  writer's   initials  and 
the  typist's  initials.     If  you  have  enclosed  something 

in  the  letter,  you  would  type  the  word  enc losure  directly 
underneath  the  identification. 
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B.     Planning  the  letter 


Insert  this  sheet  in  your  typewriter.     After  you  have  read 
the  preceding  information  carefully,   type  your  answer  in  the 
blank  space.     Return  your  carriage  twice  to  check  your 
answer.     Then,   continue  with  the  next  question. 

1.     What   is  the  printed  name  and  address  called  that  appears 
at  the  top  of  stationery? 


Letterhead 


2.     What  is  the  average  depth  of  the  printing  that  makes  up 
the  letterhead? 


9  1; 


3.     Date  line — The  date  of  a  letter  includes,    in  this  order, 
(a)  month,   spelled  in  full;    (b)   the  day's  date,  in 
figures,   followed  by  a  comma;   and  (c)   the  year,    in  full; 
as  January  15,   1977.     The  date  is  typed  on  line  13  and 
you  will  start  typing  at  the  center.     Type  the  date  for 
the  fifteenth  of  May  in  nineteen  eighty-seven. 


May  15,  1987 

4.     On  what  line  from  the  top  is  the  date  typed? 


13 


5.     At  what  point,   horizontally,   will  you  begin  typing  the 
date  for  most  of  the  letters   in  this  course? 


At  the  center 
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6.     Type  this  metric  date  in  the  business  style.     1986  03  27 


March  27,  1986 


7.     Inside  Address — The  name  and  address  of  the  party  to 
whom  the  letter  is  being  sent  begins  five  lines  below 
the  date,   at  the  left  margin  stop. 

1 
2 
3 
4 

M/L,  Si.e.ven  Do /to.  5 
Sin.  WUJUxm' CoJULojgjs. 
9209  -  102  Stna-eJi 
EximorvLort,  AZbejiia 
T2A  3N6 

How  many  blank  lines  separate  the  inside  address  from 
the  dateline? 


Four 

8.     If  a  person's  name  is  used,    it  must  be  preceded  by  a 
title  like  Miss,   Prof.,   etc.     What  would  be  the  first 
line  of  the  inside  address  for  a  letter  to  Tom  Smith? 


Mr.   Tom  Smith 


9.     The  street  address  usually  includes,   in  this  order, 
(a)  building  number,    in  figures;    (b)   the  name  of  the 
street;   and  (c)   indication  whether  an  avenue,  boulevard, 
or  street.     A  street  number  is  spelled  out   if  Tenth  or 
a  lower  number  but   is  expressed  In  figures   if  above 
Tenth. 

122  S&vQivth  SiyiQ^oi. 

122-71  StA.Q.QjL 

How  would  you  write  the  address  for  a  person  who  lives 
on  twelfth  avenue  at  10231. 


10231  -  12  Avenue 
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10.     The  city  and  province  are  typed  on  the  next   line  with 

the  postal  code  typed  on  the  final  line.     Type  this 

address  in  correct  order,  TOK  3M0,  Alberta,  Edmonton, 
13327  -  45  Street. 


13327  -  45  St. 
Edmonton,  Alberta 
TOK  3M0 


11.     Salutation — The  salutation  or  greeting  is  one  blank 
line  below  the  inside  address. 

TOK  31^0 

1 

2    De-'/L  l^/s.  SamueU^: 

It   is   followed  by  one  blank  line.      In  this  course  the 
salutation  will  be  followed  by  a  colon.     It  usually 
begins  with  the  word   'Dear'.     How  would  you  greet  Mrs. 
Brown? 


Dear  Mrs.  Brown: 


12.     The  body  is  usually  single-spaced  with  one  blank  line 
between  paragraphs.     For  this  course,   the  paragraphs 
will  be  blocked  against   the   left  margin. 

Paragraphs  are  blocked  against  the  left  margin  and  are 
  spaced. 

single 


One  would   -space  between  paragraphs. 


double 
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13.     The  complimentary  closing  is  usually  started  at  center 
and  is  preceded  by  one  blank  line.     For  business 
letters,   the  truly  closings  iSJouLfiA  tAuJj^,   VeJiy.  imUy, 
y,ouAAy   \JouAA  VQJLy,  iyiuJjy,}  are  best.     For  personal  or 
friendly  letters,  SijiCQA.Qjj^  or  CondJuaJJj^  can  be  used. 

Supply  an  appropriate  closing  for  a  letter  addressed  to 
Supply  Department,   TD  building. 


Any  i/iiUy,  closing 

14.     Signature  Space — The  penwritten  signature  follows  the 
closing.     Four  blank  lines  are   left  for  this. 

How  many  lines   are   left   for  the  penwritten  signature? 


4 


15.     The  reference  section  is  typed  at  the   left  margin  one 
blank  line  below  the  writer's   identification.  The 
reference  may  take  any  of  the  following  formats.  HJS 
stands  for  the  dictator's   initials;  stands  for  the 

typist's  initials. 

LunA 

ims 

If  the  dictator's  name  appears   in  the  writer's 
identification  section,   you  type  only  your  own  initials: 

\JoujiA  tnuXy., 

HaA.oJjd  Lemay, 
SiLpojivLAo/i 

LUIA 
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If  the  dictator's  name  does  not  appear  in  the  writer's 
identification  section,   you  type  the  dictator's  and 
your  initials. 


ASr/uAA 

If  material  is  enclosed,   type  encUjO/iUA.e.  or  erLcJjo^uuie^ 
two  carriage  returns  below  the  initials  as  a  reminder 
to  look  for  something  extra.     Put  these  parts   in  proper 
sequence : 

(a)     enclosure  (b)     complimentary  closing 

(c)     reference  initials         (d)     writer's  signature 


b     d     c  a 


C.  Margins 

All  typed  letters  should  have  the  same  top  margin  (the  date 
is  typed  on  line  13).  In  this  lesson  we  will  use  a  12.5  cm 
1  ine . 

PICA  12.5  cm  X  4  spaces/cm  =  50  spaces 

ELITE  12.5  cm  X  5  spaces/cm  =  60  spaces 

Assignment  llA 

Practice  typing  a  business  letter  by  copying  the  one  found 
on  the  following  pages.     (Use  the  one  that  matches  the  type 
size  found  on  your  typewriter).     There  is  a  PICA  example  on 
page  11;  and  an  ELITE  example  on  page  12.     The  letters  have 
not  been  centered  because  of  the  remarks  in  the  margins. 
Your  letter  must  be  centered  correctly.     Use  GIFTS  UNLIMITED 
letterhead  found  at  the  end  of  this  lesson. 
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13.     The  complimentary  closing  is  usually  started  at  center 
and  is  preceded  by  one  blank  line.     For  business 
letters,   the  truly  closings   i\JoiJUiA  tAiUy,,   Vojiy.  tmjJjy. 
yxDUAA,   \Jou/iA  VQAJ^  tAitiy,)  are  best.     For  personal  or 
friendly  letters,  SXudOA-eJjj,  or  CoAjdinJJb^  can  be  used. 

Supply  an  appropriate  closing  for  a  letter  addressed  to 
Supply  Department,   TD  building. 


Any  iAiUy,  closing 

14.      Signature  Space — The  penwritten  signature   follows  the 
closing.     Four  blank  lines  are   left  for  this. 

How  many  lines  are   left  for  the  penwritten  signature? 


4 


15.     The  reference  section  is   typed  at  the  left  margin  one 
blank  line  below  the  writer's   identification.  The 
reference  may  take  any  of  the  following  formats.  H!JS 
stands  for  the  dictator's   initials;  U?^  stands   for  the 
typist's  initials. 

HJS:im 
hJiA:uAA 

LUIA 

ims 

If  the  dictator's  name  appears   in  the  writer's 
identification  section,   you  type  only  your  own  initials: 

\iouJiA  tnuJj^, 


HayLold  Lemay, 
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If  the  dictator's  name  does  not  appear  in  the  writer's 
identification  section,   you  type  the  dictator's  and 
your  initials. 


ABf/uAA 

If  material  is  enclosed,   type  encZoyiLUie.  or  QiicJjOALUiQy^ 
two  carriage  returns  below  the  initials  as  a  reminder 
to  look  for  something  extra.     Put  these  parts  in  proper 
sequence : 

(a)     enclosure  (b)     complimentary  closing 

(c)     reference  initials         (d)     writer's  signature 


b     d     c  a 


C.  Margins 

All  typed  letters  should  have  the  same  top  margin  (the  date 
is  typed  on  line  13).  In  this  lesson  we  will  use  a  12.5  cm 
1  ine . 

PICA  12.5  cm  X  4  spaces/cm  =  50  spaces 

ELITE  12.5  cm  X  5  spaces/cm  =  60  spaces 

Assignment  llA 

Practice  typing  a  business  letter  by  copying  the  one  found 
on  the  following  pages.     (Use  the  one  that  matches  the  type 
size  found  on  your  typewriter).     There  is  a  PICA  example  on 
page  11;   and  an  ELITE  example  on  page  12.     The  letters  have 
not  been  centered  because  of  the  remarks  in  the  margins. 
Your  letter  must  be  centered  correctly.     Use  GIFTS  UNLIMITED 
letterhead  found  at  the  end  of  this  lesson. 
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STEP  1:  Set-up 

Set  the  line  space  regulator  at  "1"  for  single  spacing.  Set 
margins  for  a  12.5  cm  line,  making  sure  that  side  margins 
are  equal.     Set  a  tab  at  center. 

STEP  2:  Stationery 

Insert  the   letterhead  provided  at  the  end  of  this  lesson. 
Use  the  placement  guide  found  on  page  10  of  this   lesson  as 
a  backing  sheet  behind  the  letterhead. 

STEP  3:  Proceed  to  Type 

Type  the  date  on  line  13,   starting  at  center.     Return  your 
carriage  five  times  and  type  the  inside  address  against  the 
left  margin.     Finish  typing  the  letter  but  DO  NOT  REMOVE  it 
from  the  machine. 


STEP  4:  Check  your  work 

Proofread  your  letter  carefully  and  ERASE  ALL  ERRORS. 

STEP  5:  Remove  the  letter  from  the  machine. 

Please  note: 


Each  overlooked,   uncorrected  error  will   lose  you 
207o  of  the  marks  for  each  assignment,  except 
timings  where  corrections  are  NOT  permitted. 
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GIFTS  UNLIMITED  LTD. 

106  Richards  Street,  Ottawa,  Ontario   D6P  3T9 
(502)  473-6428 


BLOCKED  LEJTen 


June  23,  19B6 


L-ine.  -  12.5  cm 
Tab  -  Centa/i 
Spacing.  -  SiiigU.<z 


Standard 
f  uTLcJiuatLori 
hoA  a  colon 
af^toji  the 
-salutation 


Mrs.   Barbara  Douglas 
Thunder  Bay  Kiddies  Corner 
277  Cameron  Street 
Thunder  Bay,  Ontario 
D4P  2T5 

Dear  Mrs.  Douglas: 

Thank  you  very  much  for  your  recent  order  for 
toys . 

All  of  the  items  included  in  your  order,  with  the 
exception  of  the  Tiny  Tim  Clock,   are  being  shipped 
to  you  today.     We  are  very  sorry  that  our  supply  of 
Tiny  Tim  Clocks  is  exhausted,   but  we  expect  another 
shipment  in  about  ten  days. 

We  are  holding  your  order  for  the  Clock  and  shall 
send  it  out  to  you  when  our  new  shipment  arrives. 
We  sincerely  regret  any  inconvenience  this  delay 
may  cause  you. 

A  copy  of  our  special  Christmas  sale  booklet, 
which  is  a  supplement  to  our  regular  Fall  and 
Winter  Catalog,   is  being  sent  to  you  today.  Many 
ideal  gifts  for  men,  women,   and  children  are  pic- 
tured and  described  in  this  booklet.     Please  look 
it  over;   we  are  sure  it  will  help  you  decide  on 
some  of  the  gifts  you  want  to  buy  for  friends  and 
relatives . 


Standourid 
?  unctucutlon 
kcLA  a  comma 
af^toji  the 
clo/^lng. 


Very  truly  yours 


Elvin  S.  Cook 
Sales  Manaser 


XXX  Atcund/i  f^o/L  XXX 
ty,plAt' A  InlHalA 


BUSINESS  LETTER  IN  BLOCKED  STYLE  (Pica  Type) 
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GIFTS  UNLIMITED  LTD. 


106  Richards  Street,  Ottawa,  Ontario    D6P  3T9 
(502)  473-6428 


June  23,  1986 


Standcuid 
functuatMon 
hoA  a  coMon 

y^alutcutLon 


Standajid 
functucutiorL 
hoA  a  comma 
a^Qji  ttiQ. 


Mrs.   Barbara  Douglas 
Thunder  Bay  Kiddies  Corner 
277  Cameron  Street 
Thunder  Bay,  Ontario 
D4P  2T5 

Dear  Mrs.  Douglas: 

Thank  you  very  much  for  your  recent  order  for  toys. 

All  of  the  items   included  in  your  order,  with  the  exception 
of  the  Tiny  Tim  Clock,   are  being  shipped  to  you  today.  We 
are  very  sorry  that  our  supply  of  Tiny  Tim  Clocks  is  exhaust- 
ed,  but  we  expect  another  shipment  in  about  ten  days. 

We  are  holding  your  order  for  the  Clock  and  shall  send  it 
out  to  you  when  our  new  shipment  arrives.     We  sincerely 
regret  any  inconvenience  this  delay  may  cause  you. 

A  copy  of  our  special  Christmas  sale  booklet,  which  is  a 
supplement  to  our  regular  Fall  and  Winter  Catalog,    is  being 
sent  to  you  today.     Many  ideal  gifts   for  men,  women,  and 
children  are  pictured  and  described  in  this  booklet.  Please 
look  it  over;  we  are  sure  it  will  help  you  decide  on  some  of 
the  gifts  you  want  to  buy  for  friends  and  relatives. 


Elvin  S.  Cook 
Sales  Manager 


XXX  /itandA  ^o/i  xxx 
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Assignment  IIB 

Type  the  following  letter  on  the  letterhead  entitled  RED  TAPE  EXPERTS. 
Use  the  blocked  style  and  standard  punctuation.     Set  margins  for  a 
12.5  cm  line.     Type  carefully  and  ERASE  all  your  errors.     Your  finished 
product  should  be  MAILABLE — that  is,   free  of  errors.     DO  NOT  COPY  LINE 
FOR     LINE  as  your  typewriter  size  may  be  different.     Remember  "xxx"  at 
the  bottom  stands  for  the  typist's  initials.     Type  your  initials  instead 
of  xxx.     19 —  stands  for  the  current  year. 

May  25,  19— 


Mr.  Michael  C.   Levins,  Jr. 
Space  Technology  Laboratories 
2746  Adelaide  Street 
Edmonton,  Alberta 
T5W  0T4 

Dear  Mr  .   Le^-ins  : 

Today  many  '.asiness  firms  use  the  blocked  style  letter 
for  their  correspondence.     This   letter  is  an  example  of 
that  style.     You  will  note  that  all  paragraphs  begin  at 
the  left  margin.     The  advantage  of  this  style  is  that  the 
mechanical  process  of  indenting  paragraphs   is  eliminated. 
This  practice  saves  time  and  space. 

Standard  punctuation  is  used  in  this   letter.     A  colon 
follows  the  salutation  and  a  comma  follows  the  compli- 
mentary closing. 

A  recommended  time-saving  feature  is  to  type  only  the 
typist's  initials  for  reference  when  the  dictator's  name 
is  typed  in  the  closing  lines. 

As  you  can  see,   the  blocked  style  of  letter  gives  good 
placement  appearance;   and  because  many  extra  typing 
strokes  and  motions  are  eliminated,    its  use  does  help 
to  increase  letter  production  rates.     It   is  the  letter 
style  that  I  recommend  for  use  in  the  business  office. 

Sincerely  yours, 


J.   Scott  Miller 
Communications  Consultant 


xxx 


0 
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SECTION  B: 

ENVELOPES 

Envelope  for  c 

1  Personal  Business  Letter 

Sandy  Stevenson 

1  - 

1 

Box  350 

1 

Innisfail,  Alberta 

1 

TOM  OWO 

1 
1 
I 
1 

1 
1 

Miss  'jean  Leslie 

Generlal  Delivery 

Calmajr,  Alberta 

TOX  3M0 

1 

1 

1 

1 

1 
1 
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Envelope  for  a  Business  Letter 


>-« 
Pi 
w 
> 
I— I 

w 

Q 
< 

u 
w 

cy3 


6 

u 

Si 

<  i 

^  s 

t-H  . 

fa  § 

0< 

< 

[$C 

02  103 
4A6 

RSo: 

w 

O                     O  LO 

O  Xi        Z  CNJ 

•  e  o  s  ^ 

V-l  5-1  CsJ    Q  v£) 

S  <  O  W  H 
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ENVELOPES : 
Directions : 

Insert  this  information  sheet   in  your  typewriter.     Read  the 
information  carefully.     Then  type  the  answers  to  the 
questions  in  the  blanks.     Return  the  carriage  twice  to  check 
your  answer. 

Return  Address 

Business  envelopes  usually  have  the  company's  name  and 
address  printed  at  the  top   left  on  the  front  of  the  envelope. 

If  a  return  address   is  typed  on  a  plain  envelope,   block  the 
name  and  address   in  single-spacing  about  2   lines  from  the 
top  and  two  spaces   in  from  the  edge.     Include  the  postal 
code  if  you  know  it. 

1.     How  many  lines  does  a  typed  return  address  take  on  an 
envelope? 


four  (including  the  postal 
code ) 


2.     Are  the  lines  single-  or  double-spaced? 


s  ingle-spaced 
3.     Is  that  true  on  both  large  and  small  envelopes? 


yes 

Mailing  Address 

The  name  and  address  of  the  person  to  whom  the  letter  is 
being  sent   is  blocked,   and  single-spaced.     Begin  typing  one 
space  below  horizontal  center.     To  find  horizontal  center, 
insert  the  envelope   in  the  machine,   and  count   the  number  of 
carriage  returns.     (Let  us  suppose  it  is  24.)     Half  of  that 
distance   (24  -i-  2  =  12)  would  be  center.     You  start  typing 
one   space  below  vertical  center  on  line  13. 

Begin  5   spaces  to  the   left  of  vertical  center. 
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4.     What  spacing  would  be  used  for  the  mailing  address? 


S  ingle-spacing 

5.  The  address  begins    spaces  to  the   

of  vertical  center. 

five  left 

6.  Suppose  you  have  an  envelope  with  21   spaces — the  middle 
line  is  the  tenth.     On  what  line  should  you  start  the 
address  ? 


e leventh 

7.     Suppose  your  envelope  has  25   lines — on  what  line  should 
you  start? 


thirteenth 


Mail  Service 

One  can  buy  special  stickers  to  designate  the  type  of  mail 
service  desired — airmail,    special  delivery,    first-class,  etc. 
If  service  is  requested  for  which  no  special   stickers  are 
available,   type  the  service  desired  in  all  capitals  on  line 
9,   5  mm  from  the  right  edge. 

8.     The  quickest,    surest  way  to  indicate  a  request  for 
airmail   service  is  to 


Use  airmail  stickers 

9.     On  what   line  would  a  notation  to  the  Postal  System  be 
typed? 


Line  9 
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On-Arrival  Directions 

Requests  like  "Personal"  or  "Confidential"  are  typed  on  line  9,  5  mm 
from  the  left  edge. 


N.B.     Use  abbreviations  sparingly.     Abbreviate  only  if  the  full  word 
will  not   fit  on  one  line. 


NOTES  ON  ENVELOPE  SIZES 


Only  standard  letter  size  envelopes  can  be  machine  sorted.  They  measure 
approximately : 

Small:  92  iran  x  165  nm 

Large:  105  mm  x  241  mm 


In  this   lesson  you  will  be  asked  to  fold  letters  for  both  small  and 
large  envelopes.     Instructions  are  given  below  concerning  the  method 
used  for  folding  letters. 

ME':  :ODS  USED  FOR  FOLDING  LETTERS 

Letters  should  be  folded  so  as  to  fit  the  particular  type  of  envelope 
selected.     To  fold  a  letter  for  a  small  envelope  (approximately 
92  mm  x  165  mm),   use  the  following  method: 


(1) 


Fold  from  the 
bottom  to  within 
about  1  cm  of 
the  top  of  the 
sheet . 


(2) 


Fold  from  right  to 
left  about  one-third 
the  width. 


(3) 


Fold  again  from 
left  to  right 
leaving  about  2  mm 
under  lapping . 


To  fold  a  letter  to  fit  a  large  envelope  (approximately  105  mm  x  241  mm) 
use  the  following  method: 


(1) 


Fold  about  one-third  of  the 
sheet   from  the  bottom  towards 
the  top. 


(2) 


Fold  the  top  third  down  to  within 
1  cm  of  the  first  fold. 
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HOW  TO  INSERT  LETTERS   IN  ENVELOPES 
Hold  the  envelope  in  your  left  hand  with  the  back  towards  you. 


last 
cre^ase 


Then  insert  the   letter  with  the   last  crease  placed  in  the  envelope  first. 
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IMPORTANT  POINTS 


1.  All   letters  should  be  mailable.     That   is,   there  should 
be  NO  ERRORS. 

2.  Place  the   letters   in  the  envelopes  by  putting  the  last 
crease  made  when  folding  into  the  envelope  first. 

3.  Underlap  the  edges  of  the  paper  when  folding  letters. 

4.  Use  blocked  style  and  standard  punctuation. 

5.  Type  the  date  on  Line  13. 
(Use  today's  date.) 

6.  Remember  to  use  your  initials  when  you  type  a  letter. 
Do  not  copy  "XXX",   "xxx"  or  another  typist's  initials. 


ENVELOPES 

1 . 

Insert   letters   in  envelopes  correctly. 

The  last 

crease  made  should  be  the  first  crease 

to  enter 

the  envelope. 

2. 

USE  the  POSTAL  CODE  if  you  know  it. 
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Assignment  IIC 

Address  three  small  business  envelopes  to  the  following  people.  Use 
your  own  name  and  address  as  the  return  address  section.  Be  sure  to 
type  your  TOWN  or  CITY  in  all  capitals  and  include  your  postal  code. 
Correct  all  errors. 

The  addresses  to  whom  you  are  sending  the  envelopes  are  as  follows: 

Mr.  William  B.  Maloney  (special  delivery) 

Assistant  Manager,   Sales  Division 
Youngstown  Nickel  Company 
YOUNGSTOWN,  British  Columbia 
V4P  2T6 

Ms.  Adele  Thompson  (personal) 

Product  Manager 

Thompson  Delicatessen 

5587  -  107  Street 

EDMONTON,  Alberta 

T4W  2R3 

Mr.  Wallace  Bloom 
5638  -  82  Avenue 
RED  DEER,  Alberta 
T7M  2T7 


Assignment  IID 

Address  three  large  legal   size  envelopes  to  the  following  people.  Use 
your  own  name  and  address  as  the  return  address  section.     Correct  all 
errors.   The  addresses  are  as  follows: 

Mr.   Thomas  Delaney 
3066  -  25  Avenue  S.W. 
CALGARY,  Alberta 
T8P  2T5 

Miss  Leona  Nysted  (registered) 
General  Delivery 
OLDS,  Alberta 
TOM  OTO 

Mrs.   Louise  Nestor  (special  delivery) 

315  Lilac  Terrace 
SASKATOON,  Saskatchewan 
S3G  7P9 


Typewriting  10 

I 


-  23  - 


Lesson  11 


SECTION  C:  BUSINESS  LETTERS  WITH  ENVELOPES 


Assignment  HE — Submit  for  Correction 

Type  the  following  letter  on  the   letterhead  entitled  King 
Koins.     Mr.  A.   J.   King  has  just  handed  it  to  you  in  rough 
form.     Type  carefully  and  ERASE  your  errors.     Your  finished 
product  must  be  MAILABLE.     Address  the  large  envelope  found 
on  the  reverse  side  of  the  letterhead.   Type  your  name,  etc. 
at  the  top. 

Note  that  Mr.   King  uses  only  Director  of  Personnel   for  his 
identification  in  the  complimentary  closing  block.  Therefore, 
you  must  use  his   initials  and  your  own  in  the  reference 
section:  AJK/xxx. 
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yUt'lCLAJ:     ^QjiAJlAJkA    JJ)iaJJjy7j:    ^UUDjiIl.  ^JjSuoJr 


.jypLL.  A^yyiy(^  ^uAxi^  c^^^xn 


1 
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Assignment  IIF 

Type  this   letter.     Use  the  letterhead  provided  at  the  end  of 

the   lesson  with  the  heading  LARRY'S  MAIL  ORDER  HOUSE.  Use 

a  12.5  cm  line  and  single-spacing.     (p)   indicates  the  beginning 

of  a  new  paragraph.     Proofread  your  work  carefully  and  ERASE 

all  errors.     Type  the  large  envelope  found  on  the  reverse 

side  of  the  letterhead.    Type  your  name  etc.   at  the  top  of  the  page  . 

Today's  date.     Mrs.   Imogene  Becker,   136  West  Spruce  Street, 
Sherwood  Park,  Alberta,   T3N  2R0.     Dear  Mrs.   Becker:  Merry 
Christmas!      (p)  We  sincerely  hope  it  will  be  merry  for  you 
and  for  all  your  loved  ones.     (p)  And,  we  also  hope  that  the 
Christmas  Book  we  are  sending  you  today  will  simplify  your 
Christmas  gift  buying.     From  this  book  you  will  be  able  to 
select  many  of  the  gifts  you  need;   the  book  contains  a  large 
assortment  of  nationally  advertised  brands.     (p)  We  shall 
gladly  gift  wrap  any  items  you  specify  and  mail  your  gift 
to  any  address  in  Canada.     The  order  blanks   in  the  Christmas 
Book  explain  how  you  can  take  advantage  of  this  special 
service.     (p)  Cash  may  accompany  your  order,   or  you  may  use 
any  one  of  our  easy  payment  plans  as  explained  on  page  one 
of  the  Christmas  Book.     (p)  Place  your  order  early!  Very 
truly  yours,   Larry  Scofield,  General  Manager,   xxx ,  enclosure. 
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SECTION  D:  USING  CARBON  PAPER 

This  exericse  requires  the  use  of  a  sheet  of  carbon  paper. 

The  duplicating  process  with  which  you  are  most  familiar  is  carbon  paper. 
It   is  used  to  produce  copies  of  receipts,    invoices,    letters,  memos, 
reports,   and  sometimes  sketches.     As  the  number  of  carbon  copies  increase, 
the  quality  of  each  copy  swiftly  decreases.     It   is  difficult  to  reproduce 
more  than  four  or  five  readable  carbons  on  a  manual  typewriter  or  more 
than  8  on  an  electric  machine.     Carbon  copies  are   limited  in  quantity 
and  in  quality.     However,   they  are  an  efficient  means  of  keeping  a  copy 
of  business  records  either  in  a  person's  own  home  or  for  internal 
business  use. 

Assembling  a  Carbon  Pack 

You  have  likely  noticed  that  only  one  side  of  a  carbon  paper  reproduces, 
the  people  who  manufacture  carbon  paper  have  made  it  easy  for  you  to  use 
by  making  a  nick  in  the  upper  left  hand  corner. 

THE  CARBON  PACK 


1.     Place  the  copy  2.     Place  the  carbon,       3.     Place  the  sheet 

paper  on  your  shiny  side  down  on  which  you  plan  to 

desk.  on  the  copy  paper.  type  on  top  of  the 

carbon . 
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Erasing  on  Carbon  Copies 

Errors  on  carbon  copies  should  be  corrected  when  the  paper  is  still  in 
the  typewriter.     Place  a  card  behind  the  carbon  paper  to  prevent  carbon 
marks  from  appearing  on  the  remaining  copy.     Use  a  typewriter  eraser  and 
blow  the  crumbs  off  the  paper.     When  the  error  has  been  erased  from  the 
original  and  the  copy,   remove  the  protective  cards.     Reposition  the 
paper  to  type  the  correction. 


PROTECTIVE 
PIECE  OF 
PA  PER 
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SECTION  E: 


TIMINGS 


Do  the  warm-up  lines  below. 

Practice  Exercises 

Line  50 
Spacing  1 

Accuracy  Exercises:     Type  three   lines  for  each  of  the  lines 

below.  Aim  for  no  more  than  one  error 
on  each  set  of  three  lines. 


xc  excel  excuse  excepts  excerpts  exceeds  excavate 

oi  oil  oin  join  coin  soil  coil   foils  toils  boiled 

re  red  ret  rest  rein  rent  reap  reams  reels  preens 

po  pod  pot  post  pore  spot  port  spout  spore  sports 


Speed  Exercises:     Type  three   lines  of  each  of  the  lines 


below  as  quickly  as  you  can.     If  you 
prefer,   you  may  time  yourself  on  each 
line  to  see  how  quickly  you  can  type 
it. 


renewed  success  pinning  bubble  Alaska  mummy  eerie 

levelly  deduced  elected  assets  emerge  lolls  puppy 

hobbled  idiotic   illicit  cocoon  hubbub  daddy  error 

secrete  sinning  bubbled  fluffs  doodad  peppy  nanny 
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Assignment  IIG:  Three-minute  Timings 

Line  60 
Tabs  5 
Spacing  2 

Submit  three  VALID  timings.     If  you  have  more  than  three  errors 
on  any  timing,   it  is  invalid.     Corrections  on  any  timing  will 
also  make  that  effort  invalid.     Since  each  timing  is  THREE  minutes 
long,   you  may  need  more  than  one  page  for  this  assignment.     Be  sure 
to  make  a  warning  mark  5  cm  from  the  bottom  of  the  page  so  that  you 
do  not  type  too  far  down  on  the  page.     Make  sure  that  your  name, 
assignment  number  and  the  date  appear  on  all  pages.     Show  calculations 
below  each  timing. 

An  ability  to  converse  with  others  in  an  easy,   relaxed  12 

way  is  one  of  the  assets  that  all  of  us  would  like  to  have.  24 

There  is  no  easy  road  that  we  can  follow  to  reach  the  goal,  36 

but  we  can  become  acquainted  with  the  things  that  will  help  48 

us.     To  do  this,   all   that  we  need  to  do  is  just  compare  the  60 

art  of  talking  with  others  with  a  ball  game.     This  ought  to  72 

make  it  easy  for  us  to  recognize  the  essentials  of  the  art.  84 

When  you  play  catch,   the  ball   is  thrown  to  you  and  you  96 

either  catch  the  ball  or  you  drop  it.     Or,    if  there  are  two  108 

or  three  others  playing,   you  might  expect  one  of  them  to  do  120 

what  you  should  have  done:     catch  the  ball.     In  a  like  way,  132 

while  you  are  with  a  group — regardless  of  size — you  may  add  144 

to  the  conversation  by  "catching  the  ball  and  tossing  it  to  156 

another  member  of  the  group."     The  purpose  of  conversation,  168 


as  of  a  ball  game,    is   just  to  keep  the  ball  moving  quickly. 


180 
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SECTION  F: 


REVIEW 


Assignment  Check 

Assignment  llA 
Assignment  IIB 

Assignment  IIC 
Assignment  IID 

Assignment  HE 
Assignment  IIF 

Assignment  IIG 


Business  Letter 
Business  Letter 

Enve lopes 
Enve lopes 

Business  Letter  with  Envelope 
Business  Letter  with  Envelope 

Three-minute  Timings 


Tvpe  vour  name,  etc.  on  the  reverse  side  of  your  letters.  Use  plain 
paper  if  you  run  out  of  letterheads. 

Self  Evaluation 


VERY 
GOOD 


SATIS- 
FACTORY 


CAN 

IMPROVE 


1.  Business  Letters 

2.  Envelopes 

3.  Timings 


Lesson  11  completes  instruction  for  the  three  credit  Typewriting  10 
course.  In  the  next  lesson  we  will  have  several  review  assignments 
that  cover  all  the  material   learned  up  to  this  point. 
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TYPING-TECHNIQUE  CHECKUP 

Step  A.     Set  margins   for  a  70-space  line.     Adjust  machine 

for  single  spacing.  Type  the  following  alphabetic 
sentence  seven  times  in  continuous  paragraph  form. 
Type  quickly. 

Jack  Lim  prepared  sixty-five  fine  rugs  Queen 
Elizabeth  will  walk  on. 


Step  B.     Analyze  the  copy  for  each  of  the  techniques  below. 


Step  C.     For  each  deficiency  you  may  detect,   start  every 

day's  work  for  ten  days  by  typing  ten  copies  of  the 
drill  given  below  to  remedy  the  deficiency. 
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1.     DO  YOU  NOTE  ANY  "FLYING  CAPITALS"?  YES    NO 

If  so,   you  need  drill  on  controlling  the  shift 
key  (little  finger).     Copy  these  two  lines 
alternately . 

K  Ki  Kit  D  Dr  Dr.  L  Lo  Lot  S  Sa  Say  M  Mo  Mow  R  Rd  Rd.  H  How 
K  Ke  Ken  D  Do  Dog  L  Le  Let  S  Su  Sue  M  Ma  Man  R  Ro  Rob  H  Her 


2.     DO  YOU  SEE  BOTH  LIGHT  AND  HEAVY 

LETTERS?  YES    NO 

If  so,   your  typebars  may  be  bent   (have  your 
machine  repaired)   or  you  are  mashing  keys 
down  and  need  to  practise  on  drills  that  will 
sharpen  your  strokes: 

They  would  help  you  quite  a  lot  if  you  would  ask  their  aid. 
We  owe  it  to  you  to  try  to  write  or  to  type  up  your  poetry. 
She  told  us  that  she  had  told  us  that  she  had  told  us  that. 


3.     ARE  THERE  SOME  VERY,  VERY  HEAVY 

LETTERS?  YES    NO 

If  so,   try  to  type   long  words  as  evenly  as  you 
can  (as  though  typing  to  music)   and  practise 
drills  of  even  length  words   like  these  three 
1 ines . 

The  man  and  the  boy  did  not  get  the  pay  for  the  one  day  off. 
They  said  that  they  will  lend  them  some  more  cash  very  soon. 
Those  eight  steel  firms  found  their  hotel  bills  would  mount. 


4.     ARE  MOST  ERRORS  ON  ADJACENT  KEYS?  YES    NO 

If  so,   you  are  bouncing  your  hand  too  high 
as  you  type  and  need  drills  that,    like  these, 
require  you  to  hold  the  hands  closer  to  the 
home-key  position. 


Karl  was  afraid  the  girl  had  had  salad  dressing  in  the  jar. 
Get  a  top;  a  small  car;  a  ball;  a  mit;  and,  perhaps,  a  bat. 
Harold  asked  if  Fred  would  like  a  cold  glass  of  fresh  milk. 
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5.     DO  YOU  FIND  YOU'VE  INSERTED  SOME 

EXTRA  SPACES?  YES    NO 

If  so,  you  may  be  leaning  on  the  space  bar, 
or  may  be  resting  your  wrists  on  the  machine. 

In  either,   or  both  cases,  drills  like  these  will 
assist  you. 

Jack  knew  why  you  used  data  about  the  early  years  so  often. 

Well,   the  art,   or  skill,   of  typing  is,   or  will  be,  helpful. 

Mr.   Ray  pauses   .    .    .   smiled  wanly  .    .    .   and  fell.     I  raced. 


6.     DO  YOU  FIND  YOU'VE  LEFT  OUT  SOME 

SPACES?  YES    NO 

If  so,  your  trouble  may  be  faulty  rhythm 
(in  which  case  see  2  preceding)  or  faulty 
space-bar  striking  (in  which  case  see  5 
preceding) . 


7.  DO  YOU  REMEMBER  "STALLING"  WHILE 

TYPING?  YES    NO 

If  so,   you've  developed  the  habit  of  hesitating 
at  the  start  of   long  words;    let  these  lines  help 
you . 

To  tolerate  or  organize  an  analysis  of  offerings  is  simple. 
An  elementary  way  to  emphasize  a  new  concept  is  functional, 
prac  practice  practical  practicing  practically  practitioner 

8.  DO  YOU  REMEMBER  THAT  YOU  HAD  TROUBLE 

WITH  THE  BELL?  YES    NO 

If  so,   you've  developed  the  habit  of  looking 
up  at  the  ends  of  the  lines   instead  of  using 
the  warning  bell.     Set  margins  at  15  and  75. 
Set  tab  stops  at  25,  35,   45,   55,   and  65; 
start  the  first  copy  right  at  the  margin  and 
indent  the  others  so  that  a  copy  begins  at 
each  tab  stop.     If  you  respond  correctly  to 
the  bell,   all   lines  will  end  evenly  at  the  right. 


To  arrange  work  that  will  look  good,  the  bell  must  be  heard. 
Word  division  should  be  considered  negatively  distract ional . 


Typewriting  10 


-  34  - 


Lesson 


9. 


DID  YOU  HAVE  TROUBLE  WITH  THE  MARGIN 
RELEASE? 


YES 


NO 


If  so,   you've  been  using  the  warning  bell  and 
your  margin  release  so  little  that  you've  for- 
gotten how  to  use  them  correctly.     Set  margin 
stops  at  15  and  71;   then  copy  these   lines  just 
as  shown,    line  by  line. 

I  wanted  to  raise  it,   but  I  did  not  have  enough  strength. 
We  had  some  doubts  about  him,   but  he  finally  came  through. 
When  we  heard  what  he  was  up  to,  we  all   felt  quite  alarmed. 


i 


i 


GIFTS  UNLIMITED  LTD. 

106  Richards  Street,  Ottawa,  Ontario   D6P  3T9 
(502)  473-6428 


i 


i 


102     Street     S.W.    Calgary,     Alberta  TIP-3T5 


c 


i 


9205-102     Street     S.W.    Calgary,     Alberta  TIP-3T5 


i 


i 


KING  COINS 

10678-105   Street,  Edmonton,    Alberta  T2M 


KING  COINS 

10678-105    Street,  Edmonton,    Alberta  T2M 


LARRY MAIL  ORDER  HOUSE 

14205-102    Street      Calgary,     Alberta      T6P  2J3 
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Correspondence  Teacher 


ALBERTA  DISTANCE  LEARNING  CENTRE 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.     BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.     POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.     POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage 
and  a  green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 

When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at 
the  same  time. 
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Lesson  12 


Lesson  12   is   the  final   lesson  in  the  Typewriting  10  three-credit 
course.     Some  of  you  will  be  taking  the  final   test  after  this 
lesson.     Others,  who  have  registered  for  the  five  credit  course 
will  be  continuing  with  modules   four  and  five.     For  both  groups 
of  students,    this   is  an  ideal   time  to  review  all  that  has  been 
learned  up  to  this  lesson. 

Nothing  new  will  be  taught  here,    instead  the  entire   lesson  will 
be  made  up  of  ten  assignments — covering  the  various  topics 
studied  earlier.     Before  starting  any  assignment,   please  review 
what  has  been  taught  on  that  section. 

By  the  end  of  Lesson  12  you  would  have  mastered  the  typing  of 
the  following: 

[     I  Enumerations; 

I     I  Outlines ; 

I     I  Tables; 

I     I  Manuscripts ; 

I    I  Personal  Business  Letters; 

I     I  Personal  Letters; 

[    I  Business  Letters; 

I    I Enve lopes ; 

I    J  Three-minute  Timings. 

Remember  to  correct  all  errors  on  all   the  assignments — except 
the  timings.     Overlooked  errors  and  poorly  corrected  errors 
will   reduce  your  final  grading  a  great  deal. 


All  set?  Start! 
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ASSIGNMENT  12A  ENUMERATION 


Line  50 
Spacing  1 

Center  on  a  full  page 


PRODUCTION  TYPING 


1.  Production  typing  demands  a  high  level  of  accuracy 
and  proficiency. 

2.  Typing  tasks   involving  production  work  should  be 
error-free . 

3.  Neatness   is  another  important  ingredient.  Poorly 
corrected  errors  make  production  work  look  very 
unprof es  s  iona 1 . 

4.  Overlooked  errors  also  affect  the  professional 
nature  of  production  work. 

5.  A  good  typist  does  more  than  just  type — careful 
proofreading  is  essential. 
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ASSIGNMENT  12B  OUTLINE 

Center  on  a  full  page. 


MAJOR  PRODUCTION  TASKS 


CENTERING 

A.  Tables — Simple 

1.  Vertical  Centering 

2.  Horizontal  Centering 

3.  Block  Centering 

B.  Tables — Columns 

1.  Two-column  Tables 

2.  Three-column  Tables 

C.  Outlines 

D.  Enumerations 


II.  MANUSCRIPTS 

A.  One-Page  Manuscripts 

1 .  Line  Length 

2.  Headings 

3.  Side  Headings 

B.  Two-Page  Manuscripts 

1.  Page  Numbering 

2.  Side  Margins 


III.  LETTERS 

A.  Personal  Business  Letters 

B.  Personal  Letters 

C.  Business  Letters 

D.  Envelopes 
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ASSIGNMENT  12C  CENTERING 

Center  on  a  full  page 
Spacing  1 


VERHULTZ  SENIOR  HIGH  SCHOOL 

Top  Students 


English  Frances  Oneida  98% 

French  David  Glenn  97% 

Mathematics  Philchin  Pon  99% 

Biology  Vincent  Pi  Hay  95% 

Physics  Emil  Kucheruk  94%, 

Chemistry  Delores  Dunn  97% 

Social  Studies  Rita  Steele  93% 

Accounting  Quinton  Nobin  99% 
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ASSIGNMENT  12D  REPORTS 

DESIRABLE  WORK  HABITS 

For  Typing  Students 

One's  ability  to  manipulate  the  keyboard  of  a  typewriter  does 
not  make  a  person  an  outstanding  typist.     Good  work  habits  also 
contribute  to  the  success  of  a  typist. 

ATTITUDE 

A  professional  attitude  must  be  adopted  to  all  jobs  to  do  with 
typing.     The  student  should  view  each  assignment  as  a  work  of  art. 
This  attitude  will  encourage  ownership  of  the  given  task  and  job 
responsibility  is  accepted  for  its  successful  completion. 

DEPENDABILITY 

Most  good  typists  have  a  reputation  for  being  dependable.  It 
is  very  seldom  that  typing  errors  will  be  left  uncorrected.  The 
employer  can  tell  which  typist's  work  requires   little  or  no  second 
proofreading.     This  habit  is  one  that  has  to  be  maintained  constantly. 
"Off  days"  should  be  avoided. 

ROUTINE 

Routine  is  seen  as  boring  by  some  people,   and  yet,   a  certain 
amount  of  routine  is  desirable.     Regular  typing  practice,   for  example, 
helps  greatly  in  establishing  keyboard  mastery. 
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ASSIGNMENT  12E         PERSONAL  BUSINESS  LETTER 


Your  address 
Today's  Date 


Mrs.  Amelia  Turnbull 

Alberta  Correspondence  School 

Box  4000 

Barrhead,  Alberta 
TOG  2P0 

Dear  Mrs.  Turnbull: 

In  a  recent  advertisement  I  read  that  the  Alberta  Correspon- 
dence School  offers  several  business  education  courses. 

I  am  interested  in  courses  that  would  help  me  become  a  clerk 
typist.     At  high  school  I  completed  the  basic  course  in 
typewriting  and  shorthand,   and  I  am  now  looking  at  some 
senior  secretarial  courses.     It   is  my  intention  to  complete 
several  of  these  courses  in  the  next  three  years. 

Please  send  me  your  current  school  handbook  and  one 
application  form.     I  will  complete  this  form  and  return  it 
with  the  appropriate  fees  as  soon  as  I  can. 

Thank  you  for  the  service  you  provide  to  working  adults  like 
me  . 

Yours  sincerely, 


Jackie  Tiemstra 
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ASSIGNMENT  12F  PERSONAL  LETTER 


Your  address 
Today's  Date 


Dear  (Friend's  Name), 

There  is  such  a  great  deal  of  excitement  in  my  home  and  I 
don't  know  where  to  begin  telling  you  about  all   that  has 
happened  recently. 

First  of  all,   Dad  has  recently  been  informed  of  his  promotion 
to  the  post  of  Sales  Manager  is  his  firm  Crissy's  Chev-Olds. 
You  can  imagine  how  excited  he  is  over  this — it  is  something  he 
had  wanted  for  years. 

To  add  to  this,   Susan  has  been  selected  as  an  exchange 
student.     The  local  Rotary  Club  is  going  to  arrange  for  her 
to  spend  a  year  studying  at  a  high  school   in  Australia.  Mom 
is  going  dotty  just  trying  to  get  all  her  things  together. 

And  now  for  the  best  part.     Do  you  recall  my  telling  you 
about  the  provincial  essay  competition  I  entered  last  month? 
The  results  have  just  been  announced.     Guess  who  won  first 
prize?     Yes,    it  was  me,   and  I  am  on  cloud  nine  right  now. 

Pardon  me,   but  I  will  have  to  dash  off  now.     My  next  venture 
is  the  federal  essay  contest.     Got  to  get  started — deadline 
is  next  week. 

Until   later,  then. 

Your  pal. 


Nina 


I 
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ASSIGNMENT  12G  BUSINESS  LETTER 

(Use  the  LARRY'S  MAIL  ORDER  HOUSE  Letterhead) 

Today's  Date 


Miss  Wendy  Wilson 
General  Delivery 
Grouard,  Alberta 
TOG  ICO 

Dear  Miss  Wilson: 

We  are  in  receipt  of  your  letter  requesting  that  we  ship  to  you 
a  number  of  items  from  our  latest  catalogue. 

Unfortunately,  we  will  not  be  able  to  do  this  as  you  omitted 
to  include  the  full  payment.     Your  cheque  for  $53.25  is  not 
sufficient  to  cover  the  full  costs.     We  need  an  additional 
$12.45. 

As  soon  as  we  receive  this  money,  all  the  merchandise  requested 
will  be  shipped  to  you. 

Thank  you  for  your  patronage.     We  look  forward  to  your 
continued  support. 

Yours  sincerely, 


Larry  Pohl 


XXX 
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ASSIGNMENT  12H  BUSINESS  LETTER  WITH  ENVELOPE 

(Use  the  LION'S  DEN  Letterhead.     Complete  the  envelope  side  as  well.) 

Today's  Date 


Mrs.   Deborah  O'Hara 
Cindy  Lee  Cosmetics 
12411  Lorne  Jenken  Drive 
Calston,  Saskatchewan 
S6J  T4T 

Dear  Mrs.  O'Hara: 

We  have  just  unpa  ked  a  shipment  of  your  products. 

Our  stock  clerk  has  discovered  a  discrepency  in  the  merchandise 
shipped  and  the  sales   invoice.     No  powder  compacts  or  vanity 
cases  were  received. 

Enclosed  please  find  copies  of  our  original  purchase  requisition 
and  the  sales  slip  received  with  the  shipment. 

It  will  be  appreciated  if  the  missing  items  could  be  forwarded 
to  us  immediately  as  we  have  several  clients  waiting  for  these. 

Yours  sincerely, 


Treena  Graham 


enc losure 
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ASSIGNMENT  121       PERSONAL  BUSINESS  LETTER  WITH  ENVELOPE 


Compose  and  type  a  letter  to  your  Typewriting  10  teacher. 
Indicate  in  your  letter  what  you  have  enjoyed  in  this  course 
thusfar  (if  you  have  found  anything  enjoyable)  and  what  you 
have  disliked  about  the  course.     You  may  also  want  to  suggest 
ways  to  improve  the  course. 

Address  a  small  envelope.  Insert  your  letter  in  this  envelope 
and  mail   it  with  the  rest  of  this  lesson. 
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ASSIGNMENT  12J  THREE-MINUTE  TIMINGS 

Submit  THREE  valid  timings  on  the  following  paragraph 

Line  50 
Spacing  2 


There  are  many  occasions  when  all  of  us  must  10 

make  an  effort  to  grasp  success.     Such  situations  20 

are  known  as  "tests."     Some  people  will  avoid  the  30 

opportunity  to  prove  their  mettle;  however,   there  40 

are  many  people  who  will  welcome  each  opportunity  50 

they  have  to  prove  that  they  are  able  to  face  the  60 

world  and  to  vanquish  it.     A  story  that  does  show  70 

both  kinds  of  people  is  one  about  a  famous  knight  80 

and  his  son.     Just  as  the  young  man  was  preparing  90 

for  his  first  fight,  his  father  gave  him  a  sword.  100 

The  sword  was  an  excellent  one;  but  the  young  man  110 

claimed  that  the  blade  of  the  sword  was  too  short  120 

and  that  he  could  not  use  it.     The  wizened  knight  130 

advised  his  son,   "Just  step  closer  to  your  foes."  140 


123456789  10 
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ASSIGNMENT  CHECK 


Assignment  12A 
Assignment  12B 
Assignment  12C 
Assignment  12D 
Assignment  12E 
Assignment  12F 
Assignment  12G 
Assignment  12H 
Assignment  121 


Enumerat  ion 
Out  1 ine 
Table 
Report 

Personal  Business  Letter 

Personal  Letter 

Business  Letter 

Business  Letter  with  Envelope 

Personal  Business  Letter  with 
Enve lope 


Assignment  12J 


Three-Minute  Timings 


To  those  of  you  who  have  completed  this  course,   I  wish  to  offer 
my  congratulations.     You  have  come  a  long  way,   but,   this   is  not 
the  end  of  the  road.     I  wish  you  every  success  in  all  your 
future  typing  tasks.     Should  you  require  any  assistance,  please 
do  not  hesitate  to  call  me. 

To   those  of  you  who  will  be  continuing  with  modules   four  and 
five,   I  wish  to  congratulate  you  too.     You  have  mastered  the 
basic  techniques.     The   final  eight   lessons  will   teach  you  more 
about  manuscripts,    letters  and  tables.     Good  luck  as  you 
carry  on. 
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REMINDER 
Final  Course  Mark 


Please  Note: 

If  your  mark  on  the  final  test  is  407o  or  less,  NO  credit 
will  be  given  for  your  year's  work.     Your  final  course  mark 
will  then  be  based  entirely  on  the  final  test. 


€ 


i 
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EVALUATION  OF  THIS  COURSE 


This  course  evaluation  form  will  provide  important  feedback  to 
your  teacher.     Please  complete  this  form,   and  send  it  in  with 
your  last  lesson  or  mail   it  in  separately. 


1.     For  you  personally,  was  this  course  worthwhile? 

Very  worthwhile   

Of  some  use   

Not  worthwhile  at  all 


Comments : 


2.     How  would  you  rate  this  course? 

Excel lent 
Satisfactory 
Can  Improve 

Comment  s : 


3.     How  would  you  rate  your  teacher? 

Very  helpful 
Satisfactory 
Could  be  more  helpful 


Comments : 
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4.     Rate  the  instructions  given  in  the  course  for  each  of  the 
following  aspects: 

VERY  SATIS-  CAN  COMMENTS 

GOOD  FACTORY  IMPROVE 

Timings         


Tables 


Letters 


Envelopes 


Reports 


5.     Additional  Comments: 


Thank  you  for  your  cooperation.      I  trust   that  you  will  continue  with 
your  typewriting  program.     The  next  course,   Typewriting  20,  builds 
on  the  skills  you  have  developed   in  Typewriting  10. 

I  wish  you  every  success   in  your  future  studies. 
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TYPING  10 


Office,  Clerical 


Secretaries,  Word  Pro  Operators 
DAVID  APPLE  [  ASSOC.  411-0033 

TYPISTS,  stenos,  IBM  Displaywrit- 
ers,  IBM  5520,  Wang,  AES,  Xerox 
operators.  Temp  &  perm  work 
available.  417-0303,  Staff  Dept. 


★  ★EXECUTIVE** 

RECEPTIONIST,  lots  of  PR  work. 
Min.  1  year  exp.  &  typing  (40). 
TEMP  9  mos.  +.  Phone  412-5524. 


PERMANENT  part-time  secretary 
required  for  southend  sales  office. 
Requirements  include  good  recep 
tion  qualities,  accurate  typing  skills 
and  shorthand.  Prefer  mature  indi 
vidual.  6  days  a  week,  9  a.m.-l  p.m. 
Ph.  418-8835. 


EXP.  Jr.  Office  Clerk,  bookkeeping 
helpful.  Duties  to  include  reception 
ist  &  typing.  For  appt.  ph.  412-6997. 


TYPIST  required  for  2-3  days  per 
week.  Must  do  60  WPM  on  IBM 
Wheelwriter.  S.S.  loc.  Competitive 
salary.  Call  416-6612  for  interview 

SILVER  PARK  MANOR 

Requires  a  part-time  Receptionist 
to  work  evenings  &  weekends,  4:30 
p.m. -8:30  p.m.  Duties  include:  typing, 
filing,  and  ledger  posting.  Approx.  2-3 
days/week.  Please  apply  in  person,  to 
the  Manager,  at  Silver  Park  Manor, 
2206  42  St. 

Heavy  duty  automotive  and  industrial 
engine  rebuilding  company  req.  a 
JUNIOR  OFFICE  CLERK  for 
telephone  answering,  filing,  typing 
and  general  office  work.  Apply  in 
person  to:  Ralph's  Engines  (1980) 
Ltd.,  6603  102  St.,  Edmonton,  Alberta 
from  9  a.m.  to  4  p.m. 

BUSY  OFFICE 

Req.  competent,  pleasant  person  to 
handle  'phones,  payroll,  AJP,  A/R. 
typing  55  wpm  &  filing.  Good  office 
priority  skills  a  must!  Remuneration 
on  applicant.  Apply  with 
resume  11427  75  St.  419-4680. 


SECRETARY,  fast  accurate,  temp,  3 
to  4  weeks.  Part  time  days.  Call  Janet 
411-1478 


Receptionist/Perl 

2  positions  available  for  m 
ndividuals  who  possess: 

fephone  &  reception  experience 
'  ng  accuracy  &  speed 
&  organizational  skills 
,q'd.  1o  arrange  an  inter-  view 
■'^^ii^lMon.-Fri.  10:30-4:30. 
an.  31,  '86. 
EALTH  CLINIC 
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Correspondence  Teacher 


ALBERTA  DISTANCE  LEARNING  CENTRE 


MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.     BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached, 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.     POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.     POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage 
and  a  green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 

When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at 
the  same  time. 
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Typewriting  10  Lesson  13 


Welcome  to  Module  Four.     The  major  emphasis  in  the  next  four 
lessons  will  be  on  the  typing  of  reports.     In  Lesson  9  you 
were  given  a  short   introduction  to  report  typing.     In  this 
module,    sufficient   information  will  be  given  to  you  to  enable 
you  to  type  reports  for  your  teachers   in  a  variety  of  school 
subjects.     Once  again,   you  are  reminded  that  the  techniques 
taught  here  apply  specifically  to  this  course.     Other  teachers, 
textbooks  or  employers  may  require  you  to  use  another  format. 
However,   for  this  course,  please  use  the  methods  suggested  here. 

A  few  new  ideas  have  been  introduced  in  this  module.     I  trust 
that  these  will  help  to   lend  variety  to  the  course,   and  that 
you  will  continue  to  enjoy  doing  this  course.     Your  comments 
and  suggestions   to  help   improve  what   is  being  offered  here 
will  be  greatly  appreciated.     Please  write  or  phone  in. 

Work  we  1 1 ! 


c 


i 


i 
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This  lesson  starts  off  with  a  new  section  called  Keyboard 
Mastery — it  is  a  section  that  is  included  in  all  future 
lessons,   except  Lesson  20.     Each  lesson  concentrates  on  a 
different  facet  of  the  keyboard.     Lesson  13  will  help  you 
to  master  the  alphabetic  keys. 

Another  new  section  deals  with  spelling,   and  for  your 
typing  enjoyment,    the  topic  of  art  typing  is  introduced. 

By  the  end  of  this   lesson,  you  should  be  able  to: 

[    I  Type  all  alphabetic  keys,  making 
fewer  errors  than  before. 

[     [  Take  three-minute  timings,  making 
no  more  than  three  errors  on  each 
timing,  and  attaining  a  minimum 
of  23  warn  (words  a  minute). 

Spell  25  given  words  correctly. 

I  I  Type  one-page  reports  with  paragraph 
headings  and  run-in  references.  You 
should  be  able  to  type  these  reports 
from  straight  copy,  rough  draft  copy 
and  from  hand  written  copy. 

I     I  Do  some  art  typing. 


Turn  to  the  next  page,   and  let  the  excitement  begin! 
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There  are  five  assignments  in  this  lesson. 
Timing  Assignment:     Please  note  the  following: 

1.  Three  VALID  timings  have  to  be  handed  in — each  timing  must  have 
no  more  than  THREE  errors. 

2.  Corrections  are  not  permitted  in  timings.     If  errors  are 
corrected,   the  timing  will  be  invalid. 

3.  The  higher  your  speed,   the  higher  will  be  your  mark  for  that 
assignment.     For  a  marking  guide  refer  to  the  introduction 
to  this  course. 

4.  Your  mark  will  be  better  if  your  errors  are  fewer. 

5.  All  errors  are  to  be  circled.     Overlooked  errors  will  be 
severly  penalized. 

6.  The  correct   linespacing,  margins  and  spacing  are  to  be 
used . 

7.  Calculations  are  to  be  shown  below  each  timing.  Please 
round  the  final  answer  off  to  the  next  highest  number,  e.g. 
in  a  three  minute  timing: 


8.     Your  name,   assignment  number  and  the  date  are  to  be  typed 
on  all  pages  on  Lines  7,   8,   and  9  at  the  top   left  margin. 

Spelling  Assignment:     Please  check  the  following: 

1.  Your  work  is  centered  correctly. 

2.  The  margins  are  set  correctly  and  the  correct  spacing  is 
used . 

3.  ALL  errors  are  corrected  neatly  with  the  appropriate  erasing 
technique  being  used. 

4.  NO  errors  are   left  uncorrected. 

5.  All  words  are  spelled  correctly. 

6.  The  appropriate  words  are  underlined. 


No.   of  words: 

No.   of  words  a  minute: 


131 

131 


3  =  43.6 

=  44 


(Round  off  to  44) 


7. 


Your  name,   assignment  number  and  date  are  typed. 
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Production  Assignments:     Please  check  the  following: 

1.  The  correct  techniques  are  used. 

2.  NO  errors  are  left  uncorrected. 

3.  Corrections  are  made  neatly,  using  the  appropriate  erasing 
techniques . 

4.  Your  name,   etc,  appear  on  all  assignments. 


The  evaluation  scheme  for  assignments  in  lessons  13  to  19 

will  take  the  above  into  account.     On  completing  each  assignment, 

double-check  for  the  above  requirements. 


Aim  for  100%  on  each  assignment! 
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SECTION  A:  KEYBOARD  MASTERY 


This  section  is  designed  to  help  you  improve  your  mastery  of 
the  keyboard.     In  this  lesson,  we  will  concentrate  on  the 
alphabetic  keys.     You  will  be  asked  to  do  a  short  typing 
exercise  first  to  determine  what  letters  are  causing  you  problems. 

Practice  Exercise  1 

Type  two  copies  of  EACH  line  as   fast  as  you  can.     On  completion, 
circle  each  letter  typed  incorrectly. 

Line  60 
Spacing  1 

A  'Japo/KZAQ-  ox.  g,av<z  a  LuLtheji<zd  ca/i/iot  to  the,  ^ami,Ahe.d  ^e,b/ia. 
^ack  LuLlt  Qx.kLbLt  vojiy^  quaint  g,ame.A  ^o/i  Bu.-^'^  '-d  f^cuit  pa/iade.. 
TtiQ.  Q.xpeyit  qLLLckty,  no  tad  fJ^vo.  bad  ^ewQ.tA  among,  the,  -^/iCLonA. 
We.  amazed  yitx  ^udg^e^  by,  qutetty,  gX-ving,  back  the  ^olul  pag,eA. 

Practice  Drills 

Determine  the   letters   that  gave  you  difficulty.     Then  select 
the  appropriate  sentences  below.     For  instance,    if  you  made  the 
mistake   in  the  second   line  of  typing  "waint"   instead  of  "quaint" 
you  would  type  the  sentences  for  the  letters  "q"  and  "u".  Type 
a  copy  of  each  sentence  until  you  can  type  it  error-free. 

Line  60 
Spacing  1 

TAg  le;ULeJi  "A" 

Many,  a  tanky  tad  may  have  a  mania  ^o/i  eating,  banana  AatadA. 
Atan  may  appeal  to  Havana  ag.aln  and  oAk  ^o/l  Atma'yi  /Lelea^e,, 

The,  lette/L  "B" 

Big,  Bob  bought  Bim  a  /lubbe/i  baseball  and  nibbed  basketball. 
The  tubby  baby  babbled  aA  he  nibbled  a  bit  on  a  /lubbeA.  bib. 
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The  le^GJL  "C" 

DLck  came,  back  to  ChoA-teA  C-ity,  to  accept  the  ctaAA  pi.ctuA.e. 
Chi.ck  and  Chuck  accepted  yoLUi  catt  to  coach  the.  cLvLc  ctub. 

The.  IMOA.  "D" 

Cd  docA  good  deed-6  datty.  and  dA.owA  due  /lewa/idA  by  doing,  ao. 
Dude  d/iead/i  doing,  any  odd  ^obA  but  he  did  dye  dad' a  tadde/i. 

The  teJ^eyi  "6" 

We  OA-C  eag.eji  to  meet  eve/iy  membeji  be^o/ie  neyct  week  'a  dUiLve, 
We  agjieed  to  ex.e/it  evejiy  e^^o/it  to  meet  the  eteven  dec/ieeA. 

The  lei^en.  "F" 

An  of^fJ^ce  Ata^f.  of^ten  fAndA  o^p^cu.at.A  ^avo/iing.  fjiee  co^^ee, 
Cli.^^  of^^ejied  Du^^y  a  p^^th  of.  hi^  Ataff  fo/i  the  fAve  dayA, 

I  The  letAeyi  "Q" 

0  Aug,geAted,  long  ago,  that  Quy  gtve  hiA  gjjit  g.ood  tuggage. 
C)/iegg.' A  gAong.e  Aug.g.eAtA  that  a  bi.g.g.e/1  g.uage  be  gtven  to  Uy6. 

The  lei±eji  "H" 

What  he  teachcA  the  youths  in  Achool  Ahould  hetp  the  child, 
Hugh  Hahn  might  luLthhold  both  of.  thoAe  checkA  when  they  go. 

The  leJ±eji  "0" 

.   O'm  going  to  vtAtt  a  city  five  mileA  thiA  Aide  of  the  mLLi. 
0/ii.A  might  invUe  you  to  dn.tve  to  the  city  timltA  of  f^iami. 

The  lelleji  "J" 

JameA  ob^ecAed  to  J.oinlng  Joe  and  John  on  a  j^aunt  to  Japan. 
Judg.e  Jensen,  the  juvenile  ^udge,  Ia  ^uAt  and  en^oyA  ^okeA. 

The  lejULen  "K" 


Ken  knew  Oke  liked  cake  and  OAked  Kay  to  bake  it  thlA  week. 
Kaye  and  Ka^en  would  like  to  pick  up  Allky  kapok  in  Keokuk. 
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The.  IMqa,  "L" 

Lif.€L  LuJJU.  look  ^maJJ.  utlLqa^  all  laughs  laad  to  ^jmLpJJjfiQnt. 
LiiclAle.  ivjJ^l  allot  twoiity.  dolla/iA  to  allow  ^o/i  le,g.al  blllA. 

I'^lani^  tiumafiA  make.  mlAtako^,  but  mlglity.  men.  emojig^Q.  fjiom  thorn. 
iAuru,  and  Cnvna  -summoned  mo,  to  a  mano/i  ^o/i  the,  Aummoji  months. 

The,  iMe/i  "N" 

iSine  men  and  nine  women  tu/med  In  money^,  but  onliy  one  went. 
J  canjiot  name  any^  o^  the  nine  nunA,   but  Nan  know  a  all  nine. 

Tka  lelleji  "0" 

Once  one  ofiten  oper^A  Aome  box  o^  f^ood,  It  Aoon  becomes  old. 
OllvA^o,   ouji  own  o/iato^z,   1^  the  p/ioo^  o^  the  wo/ith  of.  colo/i, 

?op  ^ A  papeji  p/iinted  an  appeal  fo/i  kelp,  and  people  /leplled. 
?epe  waA  pleaAed  to  pay  fap  to  copy  hlA  play  on  pulp  papeji. 

Tk^  lelleyi  "Q" 

QuajJ,  ayze  quite  amulet  and  o^uluch,  but  Quentin  g.ot  HIa  quota. 
I  tie  a^ueen  Aent  Quince  to  Quebec  fo/i  a  quite  unique  qua/ite/i. 

The,  lelle/i  "n" 

ThjioQ-  o/i  fou/i  qI/iIa  wejie  oven,  thejie  /tight  afte/i  fljie  d/illl. 
?/ilo/i  to  'Ro/iy  'a  oaaIvoI,  Tluth  ayuiang,ed  fon  an  a/i/iow  tajig^et. 

The,  iMoyi  "S" 

SuAan  AayA  Ahe  Ia  Au/ie  Ake  paAAed  an  eaAy  tcAt  laAt  Auirmeji. 
IcA,   ou/i  loAACA  fjiom  the  Aale  of  aocAa  and  auIIa  Acem  Icaa. 

Tke.  lelleji  "T" 

StudentA  often  fong^el  to  thank  teacheyiA  afteA.  taking,  a  ^ob. 
I  koAe  two  toti/i  took  a  total  of  twenty-two  tjiout  to  my  tent. 


Typewriting  10 


-  7  - 


Lesson  13 


Lou' A  hoa/^Q,  on  South  Urvion  inourvte.d  -in  value,  quite-  /suddenly,. 
T/iudie  uAucuLiy.  uaqa  qua.  uruutA  urvieAA  cue  a/ie  unu/^uaLiy,  bu^y,. 

Tka  IqJ±qa.  "V" 

Veyia  vlAited  Ava' /i  vLLia  and  loved  the  va^t  view  ve/iy  much, 
V-ivlan  g^ave  Vtckte  a  vLotet  veJui  to  have  ^o/i  DavLd' a  vIaaJ:., 

The.  leJULoji  "W" 

We  won.  a  ivi.de  welcome  when  we  wo/iked  with  wo/ithwhlle  new  a, 
A  week  on  that  wateAway.  wcla  a  wo/ithwhlle  tnl^p  f^o/i  William. 

The.  iMoji  "X" 

Alex.  Cox.,  a  Texan,  expects  to  vIaH  Max  in  Dixie  next  XmoA, 
Maxle  expectA  Alxty  ext/ia  boxcA  o^  deluxe  tentA  next  month. 

The.  let±ejL  "U" 

Cve/iy,  enJyiy,  in  Addy'A  dlaA.y,  displayed  loyalty  to  youn  city. 
lAayo/i  \Joung.en.  yeayuv6  to  Atudy  about  py/iamldA  while  at  lale. 

The  leJJiQJi  "Z" 

Zeke  wcLA  amazed  at  the  Al^e  o^  the  do^en  ^eb/iaA  in  the  ^oo. 
Zo  waA  amazed  and  da^^ed  by  the  Al^e  o^  the  pu^^e  p/il^cA. 
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THREE-MINUTE  TIMINGS 


Assignment  13A 

Line  60 
Spacing  2 
Tabs  5 

Take  three  valid  three-minute  timings  on  the  following  paragraph. 
A  valid  timing  has  no  more  than  three  errors.     Corrections  are  NOT 
permitted  in  timings. 

If  you  finish  before  the  three  minutes  expire,  go  back  to  the  first 
line,   and  repeat  the  paragraph. 

Type  your  name,   assignment  number  and  the  date  on  lines  7,   8  and  9 
on  each  page.     Your  assignment  may  take  more  than  one  page.  Circle 
ALL  errors.     Show  calculations  below  each  timing.     Refer  to  the 
examples  on  the  next  two  pages  if  in  doubt. 


The  ten  of  us  found  a  lane  that  led  to  a  quiet  lake  in  12 

the  woods.     The   lake  was  not  very  big,   as  far  as  size  goes,  24 

but  it   looked  as  if  it  were  loaded  with  fish  and  just  ached  36 

for  some  kind  souls   like  us  to  help  reduce  its   load.     Well,  48 

we  had  come  with  some  such  kind  thought  in  mind;   and  before  60 

you  could  think  twice,  Jim  &  Co.  were  getting  their  fishing  72 

lines  in  order.     Before  the  lines  hit  the  water,   though,   an  84 

old  fellow  came  by;  we  asked  him  if  we  were  allowed  to  fish  96 

there,   and  he  said  that  no  one  would  mind  at  all   if  we  did.  108 


1 


2 


3 


4 


5 


6 


7 


8 


9 


10 


11 


12 
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Lamie  Barton 
Assignment  13A 
February  15,  1986 


The  ten  of  us  found  a  lane  that  led  to  a  quiet  lake  in 
the  woods.     The  lake  was  not  very  (^T^  as  far  as  size  goes, 
but  it  looked  as  if  it  were  loaded  with  fish  and  just  ached 
for  some  kind  souls  like  us  to  help  reduce  its  load.  Well, 
we  had  come  with  some  such  kind  thought  in  (mVndj)    and  before 
ypu  could  think  twice 

The  ten  of  us  found  a  lane  that  led  to  a  quiet  lake  in 
the  woods.     The  lake  was  not  very(bTg^as  far  as^-'Sirze  goes 
but  it   looked  as /^~?\ifj were  (^ood^^^wi;^^  and  just  ached 

for  some  kind  souls  like  us  to^lrelp  reduce(itsj)  load.  Well, 
we  had  come  with  some  s-tr^  kind  thought  in  mind;   and  before 
you  could  thin}fe'-''fwice ,   Jim  & 


The  ten  of  us  found  a  lane  that  led  to  a  quiet  lake  in 
the  woods.  The  lake  was  not  very  big,  as  far  as  size  goes, 
but  it  looked  as  if  it  were  loaded  with  fish  and  just  ached 
for  some  kind  souls  like  us  to  help  reduce  its  load.  Well, 
we  had  come  with  some  such  kind  thought  in  mind;  and  before 
you  could 
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Lamie  Barton 

Assignment  13A  (Continued) 
February  15,  1986 

The  ten  of  us  found  a  lane  that  led  to  a  quiet  lake  in 
the  woods.  The  lake  was  not  very  big,  as  far  as  size  goes, 
but  it  looked  as  if  it  were  loaded  with  fish  and  just  ached 
for  some  kind(souT)  like  us  to  help  reduce  its  load.  Well, 
we  had  come  with  some  such  kind  thought  in  mind;  and  before 
you  could  think  (twee),  Jim(X)Co. 
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SECTION  C: 


SPELLING 


Many  students  have  difficulty  with  spelling.  In  this  course 
you  will  be  given  an  opportunity  to  practice  175  of  the  most 
commonly  misspelled  words.  In  this  and  the  next  six  lessons 
you  will  be  required  to  submit  an  assignment  on  spelling. 

The  instructions  for  all  seven  lessons  are  the  same.     They  will 
be  given  here  and  will  not  be  repeated.     Please  make  sure  that 
you  understand  what  is  required. 

1.  Each  assignment  will  be  made  up  of  25  sentences. 

2.  Center  these  sentences  vertically  on  a  full  page. 

3.  Use  single  spacing. 

4.  Double-space  after  every  five  sentences. 


6.  Underline  the  appropriate  word  in  each  sentence  that  you 
had  to  correct. 

7.  Correct  ALL  errors  using  the  proper  technique. 

8.  Type  your  name,   assignment  number,  and  the  date  on  lines 


5. 


Use  a  60-space  line. 


7,  8  and  9. 
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Assignment  13B 

1.  Ice  cream  is  prefer ible  to  candy. 

2.  Many  injuries  are  incured  by  carelessness. 

3.  Fourty  dollars  is  a  little  too  much  for  that  dress. 

4.  One  has  to  work  extremely  hard  to  suceed . 

5.  Many  posters  advert ized  the  garage  sale. 

6.  He  rode  his  horse  parale 1  to  the  highway  for  a  long  time. 

7.  It  is  a  pr ive lege  to  work  in  this  office. 

8.  The  quest ionaire  is  very  badly  worded. 

9.  She  recomends  the  chef's  special. 

10.  That  ref erance  book  is  unsuitable  for  our  use. 

11.  Any  repe tet ion  of  that  error  will  not  be  tolerated. 

12.  Fat ique  at  the  typewriter  occurs  quite  frequently. 

13.  The  carraige  of  this  machine  is  faulty. 

14.  That  merchandi ze  is  quite  old  and  useless. 

15.  He  was  directer  of  that  play  for  two  years  in  a  row. 

16.  Remembrence  Day  fell  on  a  Sunday  this  year. 

17.  Quiet  a  few  errors  were  left  uncorrected. 

18.  I  recent  that  kind  of  behaviour. 

19.  The  moral   in  this  office  is  quite   low  at  this  time. 

20.  He  has  been  a  coal  minor  for  forty  years. 

21.  They  are  conf idant  that  she  will  achieve  her  goal. 

22.  He  needs  new  canvess  for  his  sailboat. 

23.  The  court  will  render  it's  decision  shortly. 

24.  That  mistake  may  cause  him  to  loose  his  job. 

25.  The  rainbow  was  an  optical  al lus ion . 
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SECTION  D 


REPORTS 


Review 


Use  a  15  cm  line  for  reports.  This  will  leave  side  margins 
of  approximately  3  cm.  Make  sure  that  the  side  margins  are 
equal . 


:3cm 


15cm 


i3cm 


Pica:     15  cm  line  will  have  60  spaces 
Elite:     15  cm  line  will  have  75  spaces 


(15  X  4) 
(15  X  5) 


The  main  heading  is  centered  on  line  13  and  is  typed  in 
all  capitals.     The  "by  line"  is  separated  from  the  main 
heading  by  one  blank  line.     Two  blank  lines  separate  the 
heading  section  from  the  body.     The  first  line  of  each 
paragraph  is  indented  five  spaces. 


Line  13 
Line  15 

Line  18 


MAIN  HEADING 
By  D.  Dee 


1  blank  line 

2  blank  lines 


The  first  line  will  start  two  spaces  down 
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3.     The  report  is  usually  double-spaced,  with  two  blank  lines 
before  a  side  heading.     The  side  heading  is  typed  in  all 
capitals  at  the  left  margin. 


When  all  is  done,  it  is  a  pleasure  to  relax 
and  watch  the  sun  go  down. 


CATCH  YOUR  BREATH 


All  the  stars  begin  to  twinkle  and  this 


Reports  with  Paragraph  Headings 

Side  headings  break  up  the  report  into  blocks  of  information. 
Paragraph  headings  are  used  to  subdivide  these  blocks  into 
further  sections.     Refer  to  the  example  on  the  next  page. 
Please  note: 

1.  Type  paragraph  headings  at  the  beginnning  of  a  paragraph 
in  initial  caps;  that  is,  capitalize  the  first  letter  of 
each  important  word. 

2.  Underline  the  paragraph  headings. 

3.  Follow  paragraph  heading  by  a  period  and  two  spaces. 


Assignment  13C 

This   is  your  first  assignment   in  this  module  on  typing  reports. 
You  are   to  type  the  report   found  on  the  next  page.     Your  lines 
may  not  end  at   the   same  point  because  your  type   size  may  be 
different.     Just  make  sure  that  you  are  using  a  15  cm  line. 
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BEING  A  SECRETARY 

by  Lin  Tuang 

Many  offices  are  run  by  secretaries  who  seem  to  know  more  about 
the  office  than  the  manager.  With  ready  access  to  all  the  essential 
information,   the  secretary  can  reign  supreme. 

DESIRABLE  QUALITIES 

Loyalty .     This" trait  is  valued  highly  by  most  employers.  They 
expect  a  high  degree  of  dedication  from  secretaries. 

Flexibil ity .     This  is  also  in  high  demand.     A  secretary  should  be 

able  to  adapt  to  changing  conditions. 

Dependability.     All  workers  should  be  relied  upon  to  do  their 
jobs  well. 

WORKING  CONDITIONS 

Comfortable .     All  people  work  best  in  a  comfortable  environment. 
Neatly  arranged  office  furniture  looks  good. 

Working  in  an  office  can  be  very  interesting.     You  get  to  meet 
many  people  from  all  walks  of  life.     Because  you  become  an  integral, 
part  of  the  firm,   you  feel   like  you  are  contributing  something  useful 
to  the  life  of  the  firm. 
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Reports  With  Run-in  References 


When  you  are  writing  a  report  in  which  you  refer  to  or  quote  an 
idea,   fact  or  statement  of  someone  else,   you  should  mention  the 
source  of  this  information.     This  serves  two  purposes:  credit 
is  given  to  the  original  author  and  the  reader  will  know  where 
more  information  on  the  topic  is  available. 

Source  references  can  be  made  in  many  ways.     In  this   lesson  we 
will   learn  to  type  run-in  references.     When  a  quotation  or 
reference  is  made,   the  source  of  this  information  will  be 
indicated  immediately  after,   and  this  reference  will  be  in  brackets. 

A  book  reference  will  show  author,   book  title  (underlined), 
publisher,  place  of  publication,  year  of  publication,   and  page 
number.     This  is  the  preferred  order  for  this  course.  Other 
textbooks,   teachers  and  employers  may  require  some  other  order. 

An  example  for  a  run-in  reference  for  a  book  would  be: 

(Brian  Reschke,   That's  Easy,  Muffin  Co.,   Toronto,   1985,   p.  34.) 

A  magazine  article  reference  will  show:     author,   title  of  the 
article  (in  quotations),   the  name  of  the  magazine  (underlined), 
the  date,   and  the  page  number.  Example: 

(Roy  Naidu,   "Easy  Math",   Teaching  Tips,  October  1985,   p.  37.) 


Assignment  13D 

Type  the  report  found  on  the  next  page.     Please  note  that  this 
original  report   is  in  rough  draft  form.     You  will  have  to  make 
the  necessary  corrections.     Several  proofreader's  marks  have 
been  used.     If  you  have  forgotten  what  these  marks  mean,  refer 
to  Lesson  9. 

Remember  to  use  a  15  cm  line.     Side  margins  should  be  equal. 
Double-space  the  report.     Correct  ALL  errors  using  acceptable 
procedures . 
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COMPUTERS  IN  SOCIETY 

By  Karl  Davidson 


ds 


Just  a  few  decades  ago,   television  was  unheard  ofQ    Today,   you  can  find 
a  set  in  almost  every  home.^Is  this  l,to/go ing\ jt<f^be  the  same  with  ,ari-ir^omputers' 

INCREASING  DEMAND 

Current  estimates  show  that  over  (lO)  per^cent  of  our  homes  have  computers. 
(Judy  Zwicker,   "They're  Coming",  Talking  Chip,  February  1986,   p.  34.) 

ds 


This  advance  has  been  made  in  a  few  short  years.  Before  the  end  of  this 
decade,  predictions  point  towards  one  thjr/ild  of  all  homes  having  at  least 


one  computer.     (Alan  Mant ,  The  Latest  Revolution,   Collins  Publishers, 
Montreal,   1985,  p.  301.) 

A  VARIETY  OF  MODELS 

Presently  there  are  over  a  dozen  well-^^^^o^^  firms  marketing  many 

felt 

models  of  computers.  with  the  present  fierce  competition,  it  is_&«4^that 
only  a  few  firms  in  the  field  will  survive. 

WHEN  SHOULD  YOU  buy  A  COMPUTER 


There  has  already  been  a  tremendous  drop  in  pricesQ — with  several 

mode  1 

ds 


g 

models  now  selling  for^ifess  than  their  ori^nal  prices.  Is  this  trend  to 
continuej^  or     have  we  reached  the  bottom?     Some  experts  predict  a  further 

drop.     (Eddie  Chan,^'What  Price?",  Talking  Chip,   February  1986,   p.  15.) 
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Reports  With  Run-in  References  (Continued) 


Two  References  in  a  Row.     When  a  reference  notation  in  a 
report  refers  to  a  book  or  magazine  that  is  the  same  as 
the  one  immediately  preceding,  you  may  shorten  the  reference 
by  using  the  abbreviation,   Ibid,    (meaning  "in  the  same  place") 
Add  a  page  number  if  the  page  is  different. 


Example 


(Ibid 


79.) 


Two  References  in  the  Same  Work.     When  a  reference  notation 
in  a  report  refers  to  a  book  or  magazine  that  has  already 
been  fully  identified  in  an  earlier  reference,   it  may  be 
shortened  as  follows:     author's  surname,  page  number. 


Example : 


(Zwicker ,  p .  37  .  ) 


Assignment  13E 

Type  the  report  shown  on  the  next  page.  This  is  a  handwritten 
report,  and  you  are  to  type  it  using  the  correct  format.  Make 
sure  that  all  erasures  are  done  neatly. 


SECTION  E: 


ART  TYPING 


Your  typewriter  is  also  a  creative  machine.     Some  of  you  may 
enjoy  art  typing.     In  this  and  the  next  few  lessons,  you  will 
be  given  some  art  typing  exercises.     These  do  not  have  to  be 
submitted;  however,  you  are  welcome  to  send  some  in  to  me  so 
that  I,   too,   can  admire  your  artistic  talents. 
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jJhUJU  Ubm"   /n^yy^X^ui    phoLAXU  u^CuJJx  XjtoLynCjL 


CMkcI^  p.  ii)  ^hjuj.  should.    u^oMMbJi  ^xaJioJ-  ^uxi 
0L(UU.pd::^lMi^.   C^,p.^ioTLj&r^;^        ^-^t^V^  L^teM:>  UjjU^  .J:hA£ 
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xxxxxx  x^^^^x 


X  x 


X  X 


X  X 


X  X 

XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 

X  X 
X  X 

i  i 

X  xxxxxxx       xxxxxxx         xxxxxxx  5 

XXXXXX  X 

xxxxxx  X 

XXXXXX  ^ 

X  xxxxxxx         XXXXXXX                   X  X 

X  X              X         X    XX                           X  X 

X  X              X         X     XX                          X  X 

X  X              X         X       XX                        X  X 

X  X              X         X         XX                      X  X 

X  X 

X  X 

X  X 

X  X 

X  xxxxxxx      X  X        XXXXXXX        XX        XX        X  xxxxxxx  ^ 

X  X  XXX  X  XX  XXX  X 

X  X  XX  XX  XX  XXX  X 

X  X  X  xxxxxxxx 

X  XX  xxxxxxx  XX  XXX  X 

X  X  X  X  xxxxxx  XXX 

X  X  X  X  xxxxxxx 

X  X  X  X  xxxxxxx 

X  X  XX  XX        X        XX  xxxxxxx 

X  X 

X 
X 
X 
X 
X 
X 
X 

X  Art  typing  is  constructing  large  letters  or  even  pictures 


from  groupings  of  a  typed  character.     The  small  m  or  x  are 
used  frequently,   although  any  letter  may  be  used.     An  example  x 
of  "reverse  image"  is  illustrated  below:  x 


x 


X  nmmirnmninmmimrramnnmmimmmnmmmniiimimmi^^  x 

X            iranm    mrranmmm                        mm  mm  mm  mm  mmmm  x 

mmmmmm                        mm  mm  mm  mm  mmmm  x 

mmmmmmmm    mm    mm    mmmm    mm  mm  mm    mm  mm    mm  mm    mmmm  x 


X 
X 

X  mmm    mmmmmmmm    mm    mm    mmmm    mm    mm    mm    ram    mm    mm    mm    ^ 

X  mmm    mmmmmmmm    mm    mm    mmmm    mm    mm    mm    mm  mm    mm    mmmm  x 

X 
X 


X  mmm    mmmmmmmm    mm    mm    mmmm    mm    mm    mm    mm            mm  mm  mmmm 

X  mmm            mmmm    mm    mm    mmmm    mm    mm            mm    mmmmmm  mmmm 

X  mmm            mmmm    mm    mm    mmmm    mm    mm            mm    mmmmmm  mmm  „ 

X  mmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmr^^  mmm  x 

X  mmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmmi^^  5 


X  X 

X  X 
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX2KXXXXX 

XX  XX 

XX  XX 

XX  XX 

xxxxxx  xxxxxx 
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Using  either  of  the  styles  shown  or  one  of  your  own,  make  the  initials 
for  your  name  on  a  full  sheet  of  paper.     An  example  is  done  for  you 
be  low. 

7o7o7o7o7o7o7o7o  7,7, 
7o7o7o7o7o7o7o7o  7o7o 
7o7o  7o7o 
7o7o  7c7o 
7o7o  7o7o7o7o7o7o7o7o 
7o7o  7o7o7o7o7o7o7o7o 


Here  are  a  few  more  ideas  of  patterns  to  type: 


)  (     )  ( 
(    )  (  ) 

)  ( 
(  ) 

)  ( 
(  ) 

) 

( 

( 

) 

)  ( 
(  ) 

) 

( 

( 

) 

) 

( 

( 

) 

)  ( 
(  ) 

)  ( 
(  ) 

)  ( 

)  (    )  ( 
(    )  (  ) 

)  ( 
(  ) 

)  ( 
(  ) 

) 

( 

( 

) 

) 

( 

( 

) 

) 

( 

( 

) 

)  ( 
(  ) 

)  ( 
(  ) 

)  ( 

(   )  (  ) 

TT 
(  ) 

TT 
(  ) 

T 

( 

T 

) 

TT 
(  ) 

TT 

(  ) 

-r  — 

LI 

yr  TT 
(   )  (  ) 

TT 
(  ) 

TT 
(  ) 

TT 
(  ) 

TT 

TT  TT 
(     )  (  ) 

TT 

(  ) 

TT 

(  ) 

TT 

T 

( 

T 

) 

T 

( 

T 

) 

TT 

TT  TT 
(     )  (  ) 

TT 

(  ) 

TT 
(  ) 

TT 

TT  TT 

(     )  (  ) 

TT 

(  ) 

TT 
(  ) 

TT 

(  ) 

TT 

TT  TT 
(     )  (  ) 

TT 

(  ) 

TT 
(  ) 

T 

( 

T 

) 

TT 
(  ) 

TT 
(  ) 

TT 

)  (     )  ( 
(     )  (  ) 

)  ( 
(  ) 

)  ( 
(  ) 

) 

( 

( 

) 

) 

( 

( 

) 

) 

( 

( 

) 

)  ( 
(  ) 

)  ( 
(  ) 

)  ( 

)  (     )  ( 
(     )  (  ) 

)  ( 
(  ) 

)  ( 
(  ) 

) 

( 

( 

) 

)  ( 
(  ) 

) 

( 

( 

) 

) 

( 

( 

) 

)  ( 
(  ) 

)  ( 
(  ) 

)  ( 

(using  brackets  and  underscore) 
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o  o 
o  o 


o  o 


o  o 
o  o 


o  o 


o  o 
o  o 


o  o 
o  o 


o  o 
o  o 


o  o 


o 

o  o  o 
o  o  o 
o  o  o 
o 


o 
o  o 
o  o  o  o 
o  o 

o 


o  o 

o  o            o  o 

o  o  o  o  o  o  o 

o  o            o  o 

o  o 


o  o 

o  o            o  o 

o  o  o  o  o  o  o 

o  o             o  o 

o  o 


o 

o  o 

(D  O  O  C)  O 

o  o 
o 


(using  capital    ' 0 ' ) 
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SECTION  F: 


REVIEW 


Please  check  that  the  following  assignments  have  been  completed 
correctly  before  inserting  them  into  the  envelope.     You  should 
know  in  advance  what  mark  you  will  be  getting  on  each  assignment. 


Assignment  13A 


Three  Timings 


Your  mark  will  depend  on  the  speed  of  each 
timing,   and  the  number  of  errors  in  each 
timing.     Refer  to  the  chart  in  the  course 
introduction  for  the  mark  breakdown. 


Worth  twenty  marks.  Marks  will  be  deducted 
as  f o 1 lows : 

-  5  for  incorrect  centering; 

-  4  for  each  overlooked  error; 

-  4  for  each  poorly  corrected  error. 


Each  one  of  these  three  assignments  is 
worth  20  marks.     Marks  for  each  assignment 
will  be  deducted  as  follows: 

-  4  for  each  overlooked  error; 

-  4  for  each  poorly  corrected  error; 

-  8  for  each  error  in  technique. 


Assignment  13B 


Spelling 


Assignment  13C 
Assignment  13D 
Assignment  13E 


Report  with  Paragraph  Headings 
Report  with  run-in  References 
Report  with  run-in  References 


It  is  also  important  that  each  page  submitted  has  your  name, 
assignment  number  and  the  date  typed  in  the  appropriate  places. 


Do  not  hesitate  to  redo  any  one  of  the  above  assignments 

before  submitting  this   lesson.     Aim  for  100%  on  each  assignment. 
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Self  Evaluation 


This  is  the  final  exercise  in  this  lesson.     By  now  you  should 
be  quite  familiar  with  what  is  involved  in  this  evaluation. 
Take  a  few  moments  to  reflect  over  how  well  you  think  you  were 
able  to  do  the  sections  detailed  below.     If  there  are  any 
sections  ticked  off  as  "can  improve",   do  those  sections  over 
so  that  you  have  a  better  understanding  of  the  weaker  areas. 


VERY 
GOOD 


SATIS- 
FACTORY 


CAN 

IMPROVE 


1 . 

Timings : 

Speed 

2. 

Timings : 

Accuracy 

3. 

Reports : 

Paragraph  Headings 

4. 

Reports : 

References 

5. 

Art  Typing 

6. 

Keyboard 

Mastery 

Lesson  14  continues  with  the  typing  of  reports, 
that  you  understand  all  the  techniques  involved 
of  reports  before  you  go  on  with  this  course. 


It  is  essential 
with  the  typing 


My  offer  to  help  you  still  stands.     Just  call  the  Alberta 
Correspondence  School   if  you  are  experiencing  any  difficulties 
with  this  course. 


I 
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Lesson  14 


This  lesson  is  very  similar  to  the  previous  one.  A  few  more 
techniques  on  the  typing  of  reports  will  be  introduced. 

By  the  end  of  this  lesson,  you  should  be  able  to: 


I    I  Type  all  number  keys,  making  fewer  errors 
than  before. 


}    I  Take  three-minute  timings,  making  no  more 
than  three  errors  on  each  timing,  and 
attaining  a  minimum  speed  of  24  wam. 


[       Spell  25  given  words  correctly. 

I    I  Type  one-page  reports  (from  straight  copy, 
rough  draft  and  hand  written  copy)  with 
quotations  and  enumerations. 

I    I  Further  develop  art  typing  skills. 


Enjoy  this  lessoni 
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SECTION  A:  KEYBOARD  MASTERY 

In  this   lesson  we  will  review  and  master  number  typing. 

Practice  Exercise 

Line  60 
Spacing  1 

Type  two  copies  of  each  line.     Keep  your  eyes  on  the  copy, 
not  on  the  keyboard.     Circle  each  digit  that  was  incorrectly 
typed . 

2981  1073  5764  4711  5092  8920  3589  4056  8362  1594  2036  4637 
5647  1525  8032  1337  6592  4084  6417  8867  5091  7723  7859  6052 
6358  5049  11_V7  6924  8037  2480  9935  4062  8135  2766  9317  5049 


Practice  Drills 

Once  you  have  determined  which  digits  you  are  having  problems 
with,  type  the  appropriate  sentences  below.  On  each  sentence 
aim  to  be  error-free. 


The  number  "1" 

We  need  1  chair,  1  desk,  11  staplers,  11  pins,  and  11  pens. 
He  brought  111  apples,   11  oranges,   11  bananas  and  1  carrot. 


The  number  "2" 

Player  No.  22  had  run  22  m;  then  the  score  became  22  to  12. 
This  box  contains  222  spoons,   212   forks,   22  knives,   2  pens. 


The  number  "3 


Mel's  ticket  stub  is  for  Seat  3,  13,  32,  or  33 — not  for  23. 
She  ordered  313  books,   33  erasers,    123  pins  and  23  pencils. 
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The  number  "4" 

Through  Gate  No.  4  came  Nos.  4,  14,  44,  34,  24,  43  and  42. 
Receipts  44,   43,  34,  and  24  were  collected  by  the  clients. 

The  number  "5" 

The  scores  were  65  to  55;  57  to  56;  45  to  54,  and  15  to  25. 
My  licence  plate  is  ACL  555;  Joan's  is  JRE  545;  his   is  C79. 

The  number  "6" 

Highways  16,  26,  66,   126,  and  186  are  now  being  paved. 
Follow  secondary  routes  662,  676,  685  to  get  to  that  town. 

The  number  "7" 

On  May  17  send  $77  to  reserve  17  seats  for  the  June  7  game. 
All  76  of  the  677  students  will  report  on  November  7  to  me. 

The  number  "8" 

We  sold  8  L  of  milk  and  8  mL  of  cream  to  the  18  adults. 
If  88  of  the  880  members  are  present,  we  will  be  happy. 

The  number  "9" 

They  have  9  quarters  19  dimes,   29  nickels,   and  39  pennies. 
It  will  take  19  strong  people  to  carry  these  19  packages. 

The  number  "0" 

We  led  by  10  points  at  20  to  30  and  by  10  more  at  20  to  40. 
It  is     so  easy  to  count  in  tens:     10,   20,  30,   40,   50,   60,  70. 
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SECTION  B:  THREE-MINUTE  TIMINGS 

Assignment  14A 

Line  60 
Spacing  2 
Tabs  5 

Take  three  valid  timings  on  the  following  paragraph.  Follow 
all   instructions  for  this  timing  assignment  as  shown  in 
Lesson  13. 

So,  fish  day  and  night  is  what  we  thought  we  would  do.  12 
The  sun  was  up  just  a  little,  so  that  it  must  not  have  been  24 
more  than  eight  or  nine  in  the  morning  when  the  ten  sets  of  36 
lines  first  hit  the  water.  We  laughed  when  Bob  snagged  the  48 
first  shoe  and  when  Bev  lost  the  first  hook  to  a  hidden  log  60 
that,  as  we  told  her,  must  have  been  waiting  for  her  for  at  72 
least  two  or  three  years.  We  had  no  luck  at  all  that  morn-  84 
ing,  though;  and  when  we  got  a  whiff  of  the  bacon  that  Hank  96 
had  sizzling  over  a  fire,  we  knocked  off  for  a  quick  dip  in  108 
the   lake  and  then  a  cheerful  meal   in  the  shade  of  the  oaks.  120 


1        2        3        4        5        6        7        8        9      10      11  12 
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SECTION  C:  SPELLING 


Assignment  14B 


Complete  the  following  assignment.  Refer  to  Lesson  13  for  the 
instructions . 


1.  Snow  in  May  is  a  rare  ocurrence . 

2.  Everyone  benef  f it  ted  from  the  review  period  after  school. 

3.  For  the  nineth  time  he  tried  to  break  the  record. 

4.  A  general  meeting  will  preceed  Thursday's  dinner. 

5.  The  superviser  is  an  autocratic  leader  most  of  the  time. 

6.  Most  teenagers  prefer  to  be  independant . 

7.  The  correspondance  he  received  was  quite  depressing. 

8.  Dr.   Hemraj  Rampul   is  our  1 iason  person  on  staff. 

9.  The  occassion  demands  that  we  celebrate. 

10.  Overlooking  typing  errors  is  a  serious  ommission. 

11.  He  is  the  emp loyee  of  several  workers. 

12.  On  what  bases  did  you  dismiss  that  worker  last  week? 

13.  This  is  the  most  affective  solution  to  the  problem. 

14.  My  assistent  did  not  turn  up  for  work  today. 

15.  He  does  not  know  weather  he  will  succeed. 

16.  The  cont racter  completed  the  project  in  good  time. 

17.  All  debter s  must  meet  their  financial  obligations. 

18.  This  c irculer  details  all  the  facts  and  figures. 

19.  My  brother  met  the  messengar  at  the  front  door. 

20.  The  police  cannot  find  a  solution  to  last  week's  burglery 

21.  Mr.   Briggs  reported  my  absense  last  week  to  the  principal 

22.  He  cannot  acceed  to  my  request  for  more  funds. 

23.  You  must  be  able  to  adept  to  the  situation. 

24.  That  arguement  cannot  be  accepted  in  this  context. 

25.  What  an  awef ul  sight  awaited  the  visitors. 
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SECTION  D:  REPORTS:  ENUMERATIONS 

You  have  already  learned  how  to  type  enumerations.     In  this 
section  you  will  apply  this  knowledge  to  the  typing  of 
enumerations  within  reports. 

Keep  the  following  in  mind: 

—  enumerations  are  indented  five  spaces  on  both 
s  ides . 

—  each  enumeration  is  single-spaced,   but  a  blank  line 
is   left  between  enumerations. 


Assignment  14C 

On  the  next  page  is  a  report  with  enumerations.     Please  type 
this  and  submit  it  for  grading.     Aim  for  100%  on  this  assign- 
ment as  well. 

Review  all  the  techniques  of  report  typing.     Remember  that 
your  lines  may  end  at  different  points — depending  on  the 
type  face  you  have:     Pica,   Elite  or  Brother. 
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BE  YOURSELF 

You  are  unique.     No  one  else  is  exactly  like  you.     To  really 
capitalize  on  that  fact  to  your  best  advantage,   be  yourself.  Relax 
and  let  others  learn  to  know  the  real  you. 

POINTS  TO  PONDER 

Have  enough  confidence  to  believe  people  will  like  you  for  what 
you  are.     Keep  the  following  points   in  mind. 

1.  Affectations  drive  people  away.     They  can  see  through 
your  dishonesty. 

2.  Don't  be  afraid  to  admit  something  you  do  not  know. 
You  will  be  respected  for  your  honesty. 

3.  Ambition  can  drive  you  up  the  career  ladder.  But, 
beware  of  stepping  on  others. 

4.  Nothing  is   less  appealing  than  an  overaggress ive  person. 
This  one  trait  makes  more  enemies  than  does  any  other. 

All  of  us  have  special  talents,   certain  areas  we  can  excel   in.  We 

should  make  the  best  use  of  these  talents. 

PUTTING  ON  AIRS 

This  is  a  common  expression  to  describe  someone  that  tries  to 
act  superior.     Most  people  can  see  through  this,   and  the  real   loser  is 
the  individual  who  tries  to  pretend  that  he  or  she  is  better  than  they 
really  are. 
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SECTION  E:  REPORTS:  QUOTATIONS 

Before  you  go  on  to  this  section,   take  another  look  at  the 
assignment  you  just  completed.     Is   it  set  up  correctly?  Are 
all  corrections  done  neatly?     If  your  work  looks  untidy,  do 
it  over  agian.     It  will  not  take  you  too  much  time  to  retype 
this  simple  assignment. 

In  this  section  you  will   learn  to  type  simple  quotations. 

—  short  quotations   (one   line  or  less)  are  typed 
within  the  body  of  each  paragraph,  e.g. 

When  the  local  mayor  shouted,   he  reminded 

me  of  "a  bull  in  front  of  twenty  timid  sheep." 

—  long  quotations   (two  or  more  lines)  are  set  apart 
from  the  paragraph,   and  are: 

—  indented  five  spaces  on  both  sides 

—  single-spaced. 

Refer  to  the  example  and  the  assignment 
Assignment  14D 

Now  try  the  following  report  which  has  both  a  long  quotation  and  an 
enumeration.     It  is  set  up  in  draft  form,   and  you  will  have  to 
follow  the  proofreader's  marks  so  that  your  finished  work  is 
acceptable . 
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TELEPHONE  TECHNIQUES 


ds 


5 \. Your]  tone  of  voice  on  the  telephone  shows  your  attitude  towards  the 
person  calling,   and  at  the  same  time,   revea(sp^  your  personality.  To 

the  caller  your  voice  represents  you^company. 

At  the  induction  to  our  new  jobs,   our  boss  told  us 

"A  friendly  but  businesslike  voice  help  will  build  good- 
will for  you  as  well  as  for  tJr  our  firm.     To  the  caller 
you  are  the  only  cont^t  with  the  firm.     Create  a  y?^ositive 
image . " 

SOME  TIPS 

Keep  the  following  in  mind  when  you  take  calls  "^o  that  your 
clients  get  the  best  possible  service. 

,    1.     Answer  the  ring  of  your  telephone  quickly. 

/s  ^ 

2 .  Talk  in  a  quiet,   controlled  voice. 

3.  Identify  yourself  by  giving  your^ame . 

4.  When  it   is  necessary  to  answer  calls  for  your  boss, 
you  must  use  tact   in  getting  the  name  of  the  caller. 

You  have  already  had  experiences  with  telephone  receptionists  who 

are  rude.     You  know  the  negative  feelings  this  generates. 

WIN  FRIENDS 

Your  voice  can  win  yoi^^'^r iends  quite  easily.     It  does  not  cost 
too  much  to  be  friendly.     Once  again,   be  yourself  over  the  pho|§/fi)  as 
we  1 1 . 
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SECTION  F:  REPORTS:  FOOTNOTES 

In  this  lesson  you  are  going  to  be  introduced  to  footnotes.  A 
more  detailed  discussion  will   follow  in  the  next  lesson. 

In  order  not  to  break  the  continuity  of  a  report,   the  writer 
usually  makes  use  of  footnotes.     Run-in  references   (as  used  in 
Lesson  13)  may  be  acceptable,   but  the  more  professional 
documents  make  use  of  footnotes. 

To  format  footnotes   in  this   lesson,   follow  these  steps: 

1.  Indicate  within  the  report  which  word  or 
phrase  will  have  a  footnote.     In  this  lesson 
we  will  use  an  asterik  ("). 

2.  At  the  bottom  of  the  page,   set  up  your 
footnote  as  follows: 

—  after  the   last   line  of  typing,  leave 
one  blank  line,   and  type  a  line  of 
underscores  5  cm  long. 

—  double-space  after  this  line. 

—  indent  five  spaces. 

—  type  the  footnote. 

Examp I e : 

when  he  is  recognized''^  by  his  peers. 


'•'The  recognition  takes  the  form  of  a   wall  clock. 

Please  note  that   this  method   is  used  in  typing  very  simple 
footnotes.     See  Lesson  15  for  more  details. 

Assignment  14E 

You  will  have  to  type  this  assignment   from  the  handwritten  copy 
found  on  the  next  page.      It   is  a  fairly  easy  assignment,   and  you 
ought   to  do  quite  well.      Don't   forget   the   spacing  requirements 
for  the  footnote. 


Typewriting  10 


-  11  - 


Lesson  14 


sus 


JHjLA. 


ouftfx    /jii(rna  ^oau^  u^^axiy  J^uxiJ^  /tmoL  kMul 

/)jmjiJMjjY)ia  0yndi  /dz  J^^W?  ^jmll  JJvwuO ^ 

Jnux}J  uu^UJ  A(yuyndj    ^ry^  ^oA,    -Ou-ncL  rrr^^f  JloOO)  ^juJmJ^ 
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ydUyj    /r^^   UMA/OJ  ^-^usliAJC 
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SECTION  G:  ART  TYPING 

TYPEWRITER  MYSTERY  GAME 

Typewriter  Mystery  Games  were  originated  by  Julius  Nelson,   sponsor  of 
the  annual  artistic  typing  contests.     The  object  of  this  game  is  to 
construct  a  design  on  the  typewriter  by  following  directions. 

If  you  wish  to  follow  the  instructions  for  the  game,   your  finished 
product  will  be  in  the  form  of  one  of  man's  favourite  animals. 

To  solve  the  mystery,   insert  your  paper  in  the  typewriter  vertically, 
set  a  70-space  line,   space  down  15  spaces,   and  begin  typing  line  by 
line.     For  example,    line  1,    (this  refers  to  your  first  line  of  typing), 
which  asks  for  69  colons,  would  appear  as  follows: 


NOTE 

This  exercise  is  for  enjoyment  only. 

It   is  not  required  for  this  course. 

If  you  do  it,   you  may  send  it   in  with  any  lesson 

so  that  we  can  comment  on  your  finished  design. 

If  you  have  designs  of  your  own,  please  share 
them  with  me  for  the  use  of  future  students. 
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TYPEWRITER  MYSTERY  PICTURE 


Down  15 

and 

X. 

1  . 

69: 

2. 

69: 

3. 

45: 

4 , 

43: 

s 

J  • 

41  : 

A 

D  • 

27: 

7. 

22: 

8. 

18: 

Q 
y  • 

15: 

1  n 

12: 

1  1 

9 

12. 

7 

13. 

5 

1  L 

3 

1  5  . 

3 

16 . 

3 

1 7 . 

5 

18. 

5 

19. 

6 

20. 

6 

21. 

7 

22. 

8 

23. 

9 

24. 

10: 

25. 

11: 

spaces.  70-space  line  (center).  Shift  lock  down.  Use  characters 
2  sp  means  leave  2  blank  soaces;  69:  means  type  the  colon  69  times. 


2X  10:  IX  11 
3X  9:  2X  12: 
4X  7:   4X  13: 


IIX  Isp  5X  2sp  3X  2:   4X  14: 

14X  2sp  5X  2sp  IX  Isp  IX  Isp  5X  15 

14X  4sp  6X  2sp  3X  2sp  4X  16: 

IIX  4sp  IIX  2sp  5X  2sp  IX  18: 

9X  3sp  15X  3sp  8X  19: 


8X  3sp  17X  3sp  IIX  18 

7X  2sp  23X  2sp  IIX  17 

6X  2sp  28X  2sp  lOX  16 

6X  2sp  31X  3sp  8X  16: 

4X  2sp  35X  3sp  6X  16: 


2X  2sp  21X  Isp  18X  4sp  2X  16: 

21X  2sp  4X  Isp  17X  4sp  IX  14: 

19X  2sp  6X  Isp  IIX  3sp  4X  3sp  IX  14: 

16X  2sp  8X  Isp  IIX  3sp  4X  4sp  IX  13: 

14X  2sp  lOX  Isp  5X  Isp  12X  5sp  IX  12: 

12X  2sp  IIX  Isp  4X  3sp  12X  5sp  IX  11: 
lOX  2sp     12X  Isp  6X  3sp  IIX  4sp  IX  11 

8X  2sp  13X  Isp  8X  2sp  IIX  4sp  IX  10: 

2sp  13X  2:   9X  3sp  lOX  4sp  IX  9: 

2sp  13X  4:   lOX  2sp  lOX  4sp  IX  8: 


26 
27 
28 
29 
30 

31 
32 
33 
34 
35 
36 


12:  2X  2sp  14X  5:   lOX  3sp  lOX  3sp  IX  7 

15:  15X  7:    lOX  2sp  lOX  3sp  IX  6: 

16:  13x  10:   9X  3sp  9X  3sp  IX  5: 

17:  12X  12:   5X  2sp  3X  Isp  8X  4sp  IX  4: 

18:  lOX  18:    14X  5sp  IX  3: 


19:   9X  20:   4X  2sp  6X  Isp  2X  2sp  IX  3 
3X  2sp  4X  2sp  2X  Isp  IX  4 


21:  7X  22 

22:  6X  24 

25:  3X  25 

54:  3X  Isp  2X  2sp  2X  5: 

54:  2X  13: 


3X  2sp  3X  2sp  IX  Isp  IX  4 
3X  2sp  2X  4sp  IX  4: 


Now  make  2  lines  each  with  69:  in  it  to  complete  the  picture. 
Please  let  me  know  if  you  enjoyed  doing  this. 
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SECTION  Hi 


REVIEW 


Assignment  Check 

Please  check  off  the  following  as  you  insert  them  into  the 
envelope.     This  may  be  the  appropriate  time  to  double  check 
that  all  instructions  have  been  carried  out  for  each  of  the 
ass  ignments : 


Assignment  14A 

Assignment  14B 

Assignment  14C 
Assignment  14D 
Assignment  14E 


Three-minute  Timings 
Spel 1 ing 

Report:  Enumerations 
Report:  Quotations 
Report:  Footnotes 


Self  Evaluation 

Rate  yourself  on  the  following  sections: 


VERY 
GOOD 


SATIS- 
FACTORY 


CAN 

IMPROVE 


1.  Typing  Numbers 

2.  Three-minute  Timings 

3.  Spelling 

4.  Report  with  Enumerations 

5.  Report  with  Quotations 

6.  Report  with  Footnotes 

7.  Art  Typing 

8.  Work  Habits 


I  hope  that  you  have  enjoyed  doing  this   lesson.     Lesson  15  will 
help  you  become  a  professional   in  typing  reports.     By  the  end 
of  this  module  you  should  be  able  to  type  reports  in  all  your 
other  school  subjects. 
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Lesson  15  continues  with  the  emphasis  on  typing  reports. 
By  the  end  of  this  lesson,  you  should  be  able  to: 


Type  all  symbolic  keys,  making,  fewer 
errors  than  before. 

I    I  Take  three-minute  timings,  making  no  more 
than  three  errors  on  each  timing,  and 
attaining  a  minimum  speed  of  25  wam. 

Q]Spell  25  given  words  correctly. 

I    I  Type  one-page  and  two-page  reports 

(from  straight  copy,  rough  draft,  and  hand 
written  copy)  using  footnotes. 

I     I  Further  develop  art  typing  skills. 


At  the  end  of  this  lesson,  please  return  to  this  page  and 
see  whether  you  were  able  to  achieve  the  above. 
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SECTION  A:  KEYBOARD  MASTERY 

In  this  lesson  we  will  be  reviewing  the  typing  of  symbols. 

Practice  Exercise 

Line  60 
Spacing  1 

Type  two  copies  of  each  line.     Keep  your  eyes  on  the  copy. 
Circle  each  error  in  symbol  typing: 

They  bought  the  juice  for  9  L  @  $2,  7  L  @  $3,  and  6  L  @  $4. 
Our  #4729  makes  10%  profit;  #3810  makes  8%;  #5638  makes  7%. 
Clay  &  Poe  and  Day  &  Ames  predicted  a  75(^  and  an  820  climb. 
Computers  use  asterisks  to  multiply:  2  "  3  (6);  4  -  2  (8). 
In  math,   6-2=4  and  9-4=5;   6+2=8  and  9+4=  13. 

Practice  Drill 

Line  60 
Spacing  1 

For  each  error  above,   type  the  appropriate  sentence  from  the 
list  below.     Aim  to  be  error-free. 

@  They  found  10  @  29,   29  @  38,   39  @  47,   47  @  56,   and  56  @  10. 

Soda  is  56(t,  candy  is  470,  gum  is  290,  and  peanuts  are  100. 
"  Jones,"  Hernandez,"  Young,"  Moletti,-  and  Gray-  won  prizes. 

#  Our  old  chart  shows  #56  at  #29,  #47  at  #38,   and  #29  at  #10. 

$  Our  show  tickets  should  cost  us  $19,   $29,   $38,   $47,   or  $56. 

7o  Your  sales  increased  10%,   297o,   387o,   477o,   and  567o  last  year. 

&  Day  &  Cole,  Yung  &  Poe,   and  Lee  &  Madera  are  all  attorneys. 

()         Ajax  (Ont.),   Lund  (B.C.),   and  Vita  (Man.)  were  represented. 

Label  the  square  cartons  as  10-29,  38-47,  56-38,  and  47-10. 
=  +  We  know  that  56  +  47  =  103,   29  +  10  =  39,   and  38  +  58  =  96. 
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SECTION  B:  THREE-MINUTE  TIMINGS 

Assignment  15A 

Line  60 
Spacing  2 
Tabs  5 

Take  three  valid  timings  on  the  following  paragraph.  Follow 
all  instructions  for  this  assignment  as  shown  in  Lesson  13. 


On  January  11  they  passed  by  a  987  metre  snow-covered  12 

mountain  cone  which  Cook  named  Mount  Egmont .     Beyond  this  the  24 

coastline  turned  to  the  southeast,  but  instead  of  following  36 

it  Cook  sailed  directly  across  the  mouth  of  the  bay  until  he  48 

reached  the  northern  shores  of  what  we  now  call  South  Island.  60 

There  he  turned  in  an  easterly  direction,  passing  Murderers'  72 

Bay  (noted  Golden  Bay)   in  memory  of  members  of  Tasman's  crew  84 

who  had  been  slain  by  the  Maoris  there  while  attempting  to  96 
effect  a  landing,   and  Tasman  Bay.     Then  he  arrived  at  an  anchor-  108 

age  that  was  perfect  for  his  purpose,   an  inlet  almost  totally  120 

enclosed  by  hills  and  provided  with  a  selection  of  splendid  132 

beaches  all   ideally  suited  for  careening  the  Endeavor.     It  was  144 

the  finest  harbour  Cook  had  found  in  all  of  the  South  Seas  156 

and  he  was  to  return  here  several  times  in  the  years  to  come.  168 

He  gave  it  the  name  of  Queen  Charlotte  Sound.  175 

1         2        3        4        5        6       7        8        9       10       11  12 


Typewriting  10 


-  4  - 


Lesson  15 


SECTION  C:  SPELLING 


Assignment  15B 

Complete  the  following  assignment.  Refer  to  Lesson  13  for  the 
instructions . 

1.  The  fiery  inferno  in  Bopal  threw  off  gasous  fumes. 

2.  Mrs.  D'Agostini  is  our  guidance  counci 1 lor . 

3.  The  score  by  which  our  team  won  was  truely  amazing. 

4.  My  school  principle  is  a  very  understanding  person. 

5.  De 1 ibirate  mistakes  should  be  avoided  at  all  costs. 

6.  He  detests  awkardly  worded  sentences. 

7.  The  manager  received  no  acnowledgement  to  his  request. 

8.  A  comi tment  is  required  from  all  employees. 

9.  Copons  can  save  you  a  lot  on  groceries. 

10.  It  is  def initaly  an  asset  to  be  able  to  type. 

11.  The  adit  ion  to  our  classroom  was  most  welcome. 

12.  Drug  adit  ion  can  pose  serious  problems. 

13.  The  currant  situation  in  the  Middle  East  is  explosive. 

14.  The  mist  enve Lopes  the  entire  countryside. 

15.  Animals,    insects,   plants,   ec t .  ,   can  suffer  from  that  gas. 

16.  Febuary  marks  the  beginning  of  the  planning  stage. 

17.  This  is  not  re levent  to  our  discussion. 

18.  He  paid  me  the  equivelent  of  ten  pounds. 

19.  We  have  to  be  in  res idance  for  eight  months. 

20.  Pref erance  should  not  be  shown  to  loafers. 

21.  Every  aval leble  teller  was  on  duty. 

22.  A  cencus  of  Canada's  population  is  taken  regularly. 

23.  The  boxer  had  to  conceed  defeat. 

24.  Try  to  condence  this  ten  page  essay  into  five  pages. 

25.  Consistant  spelling  errors  become  frustrating. 
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SECTION  D:  REPORTS:  FOOTNOTES 


In  the  previous  lesson  you  were  introduced  to  the  typing  of 
footnotes.  In  this  section  you  will  learn  how  to  type  more 
than  one  footnote  on  a  page. 

Read  through  the  report  on  the  next  page  first.  Then,  look 
at  the  points  listed  below. 


1.     To  indicate  the  presence  of  a  reference  in  the  body  of 

the  report,  type  a  superscript  (raised  number)  immediately 
following  the  appropriate  word,  phrase  or  sentence. 

1 

e.g.     This  book     is  read  quite  easily. 

The  superscript  is  raised  one-half  line  space. 


Plan  ahead  to  determine  the  number  of  lines  you  must  save 
at  the  bottom  of  the  page.     As  you  type  each  superscript 
in  the  text,   estimate  the  number  of  lines  for  that  footnote, 
and  mark  lightly  with  a  pencil  the  point  at  which  you  stop 
typing  the  text.     Make  sure  that  you  erase  this  pencil 
mark  later. 


3.  Single-space  after  the  last  line  of  the  text,  and  type  an 
underscore  5  cm  long,  beginning  at  the  left  margin.  This 
line  separates  the  footnotes  from  the  text. 


4.     Double-space  after  the  line.     By  double  spacing  you  will 
leave  ONE  blank  space  between  the  dividing  line  and  the 
footnotes,  e.g. 

when  all  else  fails.  ^  ,  /  i     »    i-       r  p 

urU.y,  one.  bJjmh  JUjiq-  b^fioJiQ. 


and  afjteJL  the.  cLLvixUng,  JJna, 

"'"Jakob  Johann,   Strauss  at  His  Best,  Doubleday,  Mexico 
City,   1976,  p.  23. 

5.  Indent  five  spaces  from  the  left  margin. 

6.  Type  the  footnote  number  using  the  superscript. 


7. 


Do  not  space  after  the  superscript.  Begin  typing  the 
reference . 
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8.  Use  single  spacing  for  any  continuing  lines  needed,  and 
begin  these  at  the   left  margin — do  not   indent  the  continuing 
1 ines . 

9.  Double-space  between  footnotes. 

10.  Always  type  the  footnotes  at  the  bottom  of  the  page — even 
on  the  last  page  of  a  report  that  may  have  only  a  few  lines 
of  text. 

11.  The  margin  below  the  footnotes  should  be  a  minimum  of 
six  lines  and  a  maximum  of  nine  lines. 


Please  study  the  example  shown  below: 

when  the  yacht  was  comp leted . This  event  led  to  a  period  of 
rejoicing — not  unlike  the  festivities  after  the  Pacific  Queen 
was  launched.^ 


David  Glenn,  Al 1 ' s  We  1 1 ,  Ginger  Publishing,  New  Hampton, 
1984,  p.  73. 

2 

Mary  MacKenzie,  What  a  Queen ! ,  Quinton  House,  Winnipeg, 
1983,   p.  44. 


Assignment  15C 

Type  a  copy  of   the  report   found  on  the  next  page.     Make  sure 
that  all  errors  are  corrected  neatly.     Refer  to  Lesson  13 
for  the  method  of  evaluation  of   this  assignment. 

Start  on  Line  13.  Use  a  15  cm  line.  Make  sure  that  side  margins 
are  equal. 
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FOOTNOTE  FORM 

In  school,  you  will  often  have  to  prepare  reports  or  term  papers 
which  require  library  research.     When  you  quote  from  the  written 
material  of  others,  you  must  acknowledge  the  source  of  your  informa- 
tion.    This  is  usually  done  by  means  of  a  footnote  reference  with  the 
footnote  itself  appearing  at  the  bottom  of  the  page  on  which  the  ref- 
erence is  made. 

In  this  assignment  you  will  cover  the  proper  order  and  form  of 
footnotes  by  typing  tl  '  two  footnotes  listed  below.     Footnotes  are 
separated  from  the  report  by  a  dividing  line  5  cm  long.     Footnotes  are 
indented  to  the  paragraph  point,   preceded  without  spacing  by  a  refer- 
ence figure  raised  one-half  line  space,   and  single-spaced  with  double 
spacing  between  footnotes. 

Footnotes  should  be  typed  so  that  the  bottom  margin  of  the  page 

is  at  least  6  lines  and  no  more  than  9  lines.     A  footnote  reference  to 

material  which  appeared  in  a  book  would  be  typed  in  the  form  of  the 

footnote  shown  below. A  citation  from  a  magazine  article  would  be 

2 

typed  in  the  form  of  the  second  footnote. 

"'"Marjory  Singh,  The  New  Library  Key,  Wilson  Co,   Saskatoon,  1981, 
p.  49. 

2 

Kawi  Yeung,   "It's  really  Different,"  Money  Maker,  September 
1984,  pp.  231-242. 
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Assignment  15D 

This  assignment  is  designed  to  give  you  some  practice  in  typing 
long  reports.     Remember  that  the  second  and  subsequent  pages  of 
a  report  start  on  line  seven.     The  page  number  is  typed  on  line 
seven,   even  with  the  right  margin.     Triple-space  after  typing 
this  and  then  continue  with  the  report. 

Footnotes  must   appear  at  the  bottom  of  the  same  page  as  the 
superscripts  referring  to  them.     Reread  the  points  mentioned  before 
Assignment   1 5C  concerning  the  typing  of   footnotes.     Do  not  forget 
to  allow  for  room  at  the  bottom  of  each  page  to  type  the  footnotes. 
Since  your  type  face  may  be  different  the  amount  of  typing  on  each 
page  may  not  be  the  same. 

Make  all  the  corrections  as  indicated  by  the  proofreader's  marks. 

This  assignment   is  worth  30  marks.     You  will   lose  four  marks  for 
each  error  in  technique,   and  two  marks  for  each  error  left 
uncorrected  or  poorly  corrected. 
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TYPEWRITERS  NOT  CREATED  EQUAL 

Planning  to  write  the  great  Canadian  novel?     Students  writing  a 
lot  of  school  reports ^.^wrterm  papers?     Tired  of  handwriting  your 
personal  and  business  correspondence? 

You  may  be  in  the  market  for  a  typewriter  for  home  use.  The 

choices  are  wide,   ranging  from  manual  machines  weighing  only  four  to 

five  kilograms  and  costing  less  than  $200  to  electric  machines  with 

h 

power  carriage  returns  weigj^ing  up  to  20  kilograms  and  costing  up  to 
$500.     Electronic  typewriters  with  memory  capabilities  cost  even  more. 

The  kind  of  machine  you  buy  and  the  amount  of  money  you  spend 
should  be  del^mined  by  how  you  plan  to  use  the  machine. 

If  you  need  a  machine  that  is  really  portable — one  you  can  use 

on  trains,  buses,  and  planes — "Oyou  had  better  stick  with  a  man(3\5jl 

model0(?)ew  electrics  work  on  batteries.  You  will  also  appreciate  the~^ 
lighter  mass  of  a  manual  machine  if  you  have  to  drag  it  with  you  fre- 

quently.     Many  portable  machines  are  easy  to  fit  into  suitcases."^ 
PERSONAL  TASTE 

A  manual  machine  is  also  likely  to  be  your  best  bet  if  you  want 
to  keep  your  costs  to  a  minimum.     A  good  manual  machine  will  probably 


1 

Dawie  Oostuizen,   "Portability",   Electronics  Today,  March  1985 
pp.   25  -  29. 
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cost  about  half  as  much  as  an  electric  model  with  similar  features, 
and  also  requires  fari^  less  maintenance.     xepairs  on  a  manual  machine 
are  usually  less  costly  too. 

But  if  you're  planning  on  lots  of  heavy  duty  typing,  you'll  prob- 
ably want  to  consider  an  electric  model.     They  require  less  effort  and 

are,   therefore,    less  tiring.     They  produce  clearer  words  because  the 
P 

keys  strike  the  pa>^er  with  uniform  force.     They  can  also  produce  more 
carbon  copies. 

Electronic  typewriters  should  be  used  by  those  who  have  a  great 

deal  of  editing  to  do  with  their  work.     The  memory  feature  allows  you 

to  store  -CMJ^^^a^  basic  formats.     Some  even  have  extended  memory  which 

2 

allows  you  to  store  information  on  discs. 

Once  you  have  (e\^cided  how  you  plan  to  use  your  machine,   take  a 
look  at  how  the  various  models  operate. 

1.  Type  a  few  lines  and  get  the  feel  of  the  keyboard. 

2.  Examine  copy  appearance.     Is  it  crisp  and  clean  or 
s^dged? 

3.  Reach  for  the  carriage  return  to  determine  if  it 
is  comfortable  in  your  hand. 

4.  Evaluate  your  typing  speed  and  try  to  determine 
if  the  keyboard  slows  you  significantly. 

Other  features  to  check  out  would    include:     the  number  of  characters, 

correction  capabilities,   repeat  keys,   extra  character  keys. 

2 

Ranjit  Ramphal,   Disks  for  Everyone,  Yorkton  Publishing  Co., 
Ottawa,   1985,  p.  301. 
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GOOD  WORKOUT 

Some  more  expensive  machines  offer  extra  features  which  may  or 
may  not  be  worth  the  extra  cost  to  you. 

These  include  tabulator  keys  which  make  it  easier  to  set  up 
tables,   an^  extra  wide  carriage  of  30  or  32  cm  which  is  useful  for 
preparing  large  tables  and  an  automatic  carriage  return  for  electrics 
which  speeds  up  general  typing  and  column  work. 

Most  machines  offer  a  90-day  guarantee  on  labour  and  part 
guarantees  which  range  from  0  to  0  years. Try  out  your  machine — not 
a  floor  sample — in  the  store.     Then  give  it  another  good  workout  when 
you  get  it  home  so  you  can  find  any  bugs  before  the  guarantee  period 
expires. 

CARRYING  CASES  * 

Another  consideration  is  the  carrying  case.     Some  lightweight 
models  come  with  a  soft  fabric  case.  /\This  won't  provide  much  protec- 
tion against  damage,   especially  if  you  check  it  through  as  airline 
luggage. 

There  are  two  different  types  of  hard  cases. ^     One  consists  of  a 
completely  separate  suitcase.     The  second  consists  of  a  snap-on  lid. 


3 

Tommy  Shaw,   "Guarantees  Explained",  Keyboard  Tips,  October  1985 

p.  29. 

4 

Christopher  Brong,   It ' s  Worth  It ,  Anaheim,  Banff,   1983,   p.  79. 

^Pascal  Contant,   Protect  Your  Machine,  Winston  Publishing  House, 
Peace  River,   1985,  p.  54. 
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SECTION  E:  ABBREVIATIONS  IN  FOOTNOTES 

In  order  to  conserve  space  and  time,  abbreviations  are  made 
in  footnotes.  The  commonly  used  abbreviations  are  outlined 
for  you  below. 

1.  p.  pp.  p.   82  ff. 

Example 

"''Louis  Booison,  Oh!  What  a  Feeling!  Doubleday, 
Vancouver,   1982,  pp.  216-220. 

p.    indicates  just  the  one  page. 

pp.   indicates  more  than  one  page. 

p.   82  ff.   indicates  "and  following  pages." 

2.  et.  al. 

Example 

2 

Amiel  Kucherek,   et .   al . ,  My  Troubodour,  Victoria 
Press,  Kelona,   1985,  p.   89  ff. 

"Et.   al."  means  "and  others".     It  is  used  when  there  are 
three  or  more  authors  of  one  book. 

3.  Ibid. 

Example 

3 

Walter  O'Brien,  Music  Made  Easy,   Swansea  Co.,  Calgary, 
1973,  p.  45. 

Sbid.  ,  p.  48. 

"Ibid . "  means  "in  the  book  identified  in  the  preceding 
footnote . 
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4.     Op.  cit. 

Example 

^Kucheruk,  op .  cit .  ,  p.  98. 

"Op.  cit."  means  "in  the  book  by  this  author  which  was 
previously  mentioned." 

Assignment  15E 

Type  the  report  shown  on  the  next  page  from  the  handwritten  copy. 
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..jaJuJJ^    UMyun    djyurvO  /l   oaJx    c/i    /yr:uA^QjLC^ . 


p.  ?3. 
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p.  ^7/. 
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SECTION  F:  ART  TYPING 


You  can  spend  many  fascinating  hours  designing  cartoons  on  the  typewriter 
Cartooning  requires  a  great  deal  of   imagination  and  ingenuity.  Create 
some  designs  of  your  own.     If  you  are  proud  of  them,   send  them  in  so 
that  I  can  admire  your  cartoons  too. 
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SECTION  G: 


REVIEW 


Assignment  Check 
Assignment  15A 
Assignment  15B 
Assignment  15C 
Assignment  15D 
Assignment  15E 


Three-minute  Timings 
Spel ling 

Reports:  Footnotes 
Three-page  Report 
Abbreviations  in  Footnotes 


Lesson  13  indicates  how  your  assignments  will  be  graded 


Self  Evaluation 

VERY  SATIS-  CAN 

GOOD  FACTORY  IMPROVE 

1.  Typing  of  Symbols       

2.  Three-minute  Timings       

3.  Spelling       

4.  Reports:  Footnotes       

5.  Three-page  Report       

6.  Abbreviations  in  Footnotes       

7.  Cartoon  Typing       

8.  Work  Habits       

You  are  now  ready  for  the  final   lesson  in  this  module.  Your 
learning  of  the  typing  of  reports  is  rounded  off  with  the 
typing  of  a  title  page  and  a  bibliography. 
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ALBERTA  DISTANCE  LEARNING  CENTRE 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.     BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.     POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.     POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage 
and  a  green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 

When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at 
the  same  time. 
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This  is  the  final   lesson  on  typing  reports.     In  this  module 
an  attempt  was  made  to  introduce  you  to  several  parts  of  a 
report . 

By  the  end  of  this  lesson,  you  should  be  able  to: 


I     I  Type  alphabetic,  numeric  and  symbolic 
keys  with  greater  ease. 

I    I  Take  three-minute  timings,  making  no  more 
than  three  errors  on  each  timing,  and 
attaining  a  minimum  speed  of  26  warn. 

I     I  Spell  25  given  words  correctly.     By  now 
you  should  have  mastered  the  spelling  of 
100  words. 

[~~]  Type  reports  from  straight  copy,  rough 
draft  and  hand  written  copy,  including 
a  title  page  and  a  bibliography. 

{    I  Further  develop  art  typing  skills. 


Good  Luck! 
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SECTION  A:  KEYBOARD  MASTERY 


In  Lesson  13  we  concentrated  on  alphabetic  keys,   Lesson  14 
dealt  with  numeric  keys,   and  in  the  previous   lesson  you 
practised  symbolic  keys.      In  this   seciton,   you  will   try  a 
combination  of  all  three. 


Practice  Exercises 

Line  60 
Spacing  1 

Type  one  copy  of  each  series 
than  one  error  on  each  line. 


of   lines.     Try  to  make  no  more 


Six  jumbo  elephants  quickly  moved  the  wagon  from  the  blaze. 
You  can  take  the  1:38  bus,  the  4:56  bus,  or  the  8:47  train. 
Grant  &  Harris  developed  the  Kenyan,   Smith  &  Blake  project. 

Jeff  quickly  amazed  the  audience  by  giving  six  new  reports. 
The  years  to  remember  are  1910,  1929,  1938,  1947,  and  1956. 
Please  find  #2938,  #4756,  #1029,  #1038,   and  #1947  for  them. 

My  fine  black  az  just  zipped  through  the  wood  quite  easily. 
The  29  boys  and  38  girls  ate  47  pies  and  56  pancakes  today. 
These  forms  cost  100,   290,   and  390  each,   depending  on  size. 
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SECTION  B:  THREE-MINUTE  TIMINGS 

Assignment  16A 

Line  60 
Spacing  2 
Tabs  5 

Take  three  valid  timings  on  the  following  paragraph.  Follow 
instructions  shown  in  Lesson  13. 


The  meaning  of  music  is  not  easily  put  into  words.  12 

Music  can  express  joy  and  sorrow,  peace  and  quiet,   and  many  24 

other  feelings  of  moods.     It  can  tell  all  of  these  things  36 

as  words  alone  can  never  do.     That  is  why  the  wordless  music  48 

of   instruments   is  often  more  prized  than  music  with  lyrics.  60 

We  know  that  music  cannot  tell  a  story  as  words  do,   or  paint  72 

a  picture  in  colour  that  our  eyes  can  see.     Because  music  84 

can  only  suggest  the  story  or  picture  to  the  mind,   each  96 

person  will  have  a  different  story  or  picture  for  the  same  120 

piece.     There   is  no  right  or  wrong  concept   in  the  way  people  132 

think  or  feel  about  music.  137 


1         2        3        4        5        6        7        8        9       10      11  12 
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SECTION  C:  SPELLING 


Assignment  16B 

Refer  to  Assignment  13B  and  complete  this  assignment. 

1.  I  find  my  low  marks  very  embarass ing . 

2.  The  persona  1   in  this  firm  reports  to  the  office  manager. 

3.  This  is  a  seperate  issue  from  the  previous  one. 

4.  Your  suggestions  go  against  my  pr inc ipa 1 s ♦ 

5.  Similer  books  sell  for  much  less  at  that  store. 

6.  The  book  list  includes  several   items  of  s tat ionary . 

7.  A  new  super intendant  has  been  appointed  recently. 

8.  The  statute  of  that  hero  is  beginning  to  crumble. 

9.  The  musician  adds  her  own  rhy them  to  that  piece. 

10.  I  was  told  the  "cus tomor  is  always  right." 

11.  Fami lar i ty  sometimes  breeds  contempt. 

12.  That  is  one  of  the  most  difficult  manover s . 

13.  Perseverence  achieves  results. 

14.  Once  a  promise  has  been  made,  you  should  fulfil  it. 

15.  The  doctor  administers  the  anas thet ic  sparingly. 

16.  Please  advice  him  on  the  correct  procedure. 

17.  A  letter  that  is  not  mai leble  should  be  retyped. 

18.  She  is  the  edi ter  of  the  local  paper. 

19.  Robert   is  s incer ly  interested  in  advancement. 

20.  Correct  grammer  usage  is  important  in  this  course. 

21.  After  the  accident,   debr i   lay  all  over  the  place. 

22.  Mr.   Bredo  will  deve lope  the  pictures  soon. 

23.  The  elementery  school   is  next   to  the  church. 

24.  March  foreword  with  confidence. 

25.  Pay  regular  instalments  to  avoid  interest  charges. 
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SECTION  D:  REPORTS:  BIBLIOGRAPHY 

A  bibliography  is  an  alphabetic  listing  of  all  books  and  articles 
consulted  by  the  writer,   including  all  references  mentioned  in 
the  footnotes. 

When  typing  a  bibliography,   refer  to  assignment  16C  on  the  next 
page,  and  keep  the  following  points  in  mind: 

1.  Center  the  heading  BIBLIOGRAPHY  on  a  fresh  sheet  of  paper. 

2.  Type  the  heading  on  Line  13. 

3.  Triple-space  after  the  heading. 

4.  Use  the  same  margins  as  used  in  the  report. 

5.  Begin  each  entry  at  the  left  margin. 

6.  Indent  continuation  lines  five  spaces. 

7.  Use  single-spacing  for  continuation  lines. 

8.  Double-space  between  entries. 

9.  Do  not  number  the  entries. 

10.  List  the  entries  in  alphabetic  order  by  the  authors' 
last  names. 

11.  For  an  entry  that  has  no  author,   alphabetize  by  the  title 
of  the  article  or  the  book. 

12.  Use  six  hyphens  to  avoid  repeating  an  author's  name  after 
his  or  her  first  listing. 

Assignment  16C 

Type  the  bibliography  set  out  on  the  following  page.     Keep  the 
points  mentioned  above  in  mind. 
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BIBLIOGRAPHY 


Dworkin,  Ronald,  Taking  Rights  Seriously,  Howard  University  Press, 
Kent,  1978. 

Hardy,  Gordon,  The  Canadian  Charter  of  Rights  and  Freedoms,  Public 
Legal  Education  Society,  Vancouver,  1984. 

"Human  Rights  and  the  Writer",  Legal  Principles,  Tilden  Publishing  Co., 
Yellowknife,  1985. 

Lyons,   David,   Rights ,  Wadsworth,   California,  1984. 

 ,   Responsibilities ,  Wadsworth,   California,  1984. 

Mather,   Joan,  Living  with  Law;     Rights,   Community  Legal  Education, 
Toronto,  1982. 

Weisstub,   Dean,  The  Western  Idea  of  Law,  But terworths ,   Toronto,  1983. 
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Assignment  16D 

Type  the  following  as  a  properly  arranged  bibliography.  The 
order  in  which  each  book  is  typed  is: 

Author,   title,  publisher,  place,  date. 

Make  sure  that  you  arrange  these  correctly.     Alphabetize  the 
entries  and  rearrange  the  data  within  the  entries.     If  in  doubt 
refer  to  the  previous  assignment. 


^oikUm  jyrv   /??/  ^JaA^    ^^Ify^cm  ^^uJAAxiykjuvaJ. 
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SECTION  E:  REPORTS:     TITLE  PAGE 


The  title  page  of  a  report  must  be  set  up  as  attractively  as 
possible.     Proper  centering  is  essential.     Look  for  balance 
in  whatever  you  type.     Make  sure  that  all  the  typing  is 
centered  and  not  squeezed  into  one  section  of  the  page. 

An  effective  way  to  set  up  a  title  page  would  be  as  follows: 

1.  The  title  is  typed  in  ALL  CAPITALS  on  line  15. 

2.  The  writer's  name  is  centered  on  line  33. 

3.  The  name  of  the  writer's  school   is  centered  on  line  35. 

4.  The  date  is  centered  on  line  51. 
(The  date  will  balance  the  title) 

This  is  just  one  way.  You  can  use  any  style,  as  long  as  the 
typing  on  the  page  is  centered  and  looks  attractive. 


Assignment  16E 

Type  a  title  page  for  the  following: 

WHY  WE  CAN'T  FLY 
Andrew  Howard 
E.  W.   Pratt  High  School 
March  21,  1985 
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SECTION  F: 


ART  TYPING 


USING  GEOMETRIC  FIGURES 


It  is  very  easy  to  type  basic  geometric  figures.  The  following  geometric 
forms  can  be  used  to  type  more  advanced  pictures.     Use  a  geometric 


form  to  make  a  pattern  of  your  own  design 
to  enjoy. 


You  may  submit  this  for  me 


xxxxxxxxxxxx 
xxxxxxxxxxxx 
xxxxxxxxxxxx 
xxxxxxxxxxxx 
xxxxxxxxxxxx 
xxxxxxxxxxxx 
xxxxxxxxxxxx 
xxxxxxxxxxxx 
xxxxxxxxxxxx 
xxxxxxxxxxxx 
xxxxxxxxxxxx 
xxxxxxxxxxxx 


Square 


xxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxx 


Rectangle 


xxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxx 


Paral lelogram 


X 
XXX 

xxxxx 
xxxxxxx 
xxxxxxxxx 
xxxxxxxxxxx 
xxxxxxxxxxxxx 
xxxxxxxxxxxxxxx 
xxxxxxxxxxxxxxxxx 


Triangle 


xxxx 
xxxxxxxx 
xxxxxxxxxx 
xxxxxxxxxx 
xxxxxxxx 
xxxx 

Circle 


These  basic  geometric  figures  can  be  modified  to  form  pictures: 


X 
XX 
XXX 

xxxx 
xxxxx 
xxxxxx 
xxxxxxx 
xxxxxxxx 
xxxxxxxxx 
xxxxxxxxxx 
xxxxxxxxxx 
xxxxxxxxxx 
xxxxxxxxxx 


x 

X  X 

X 
XXX 
XXXX 

xxxx 
xxxx 
xxxx 
xxxx 
xxxx 
xxxx 
xxxx 

X  XX 
X 


X 

XX 
XXX 

xxxx 
xxxxx 
xxxxxx 
xxxxxxx 
xxxxxxxx 
xxxxxxxxx 
xxxxxxxxxx 
xxxxxxxxxx 
xxxxxxxxxx 


xxxxxxxxxxxxxxxxxx 

XXXXXXXXXXXXXXXX  XX 
XXXXXXXXXXXXXXXX  XX 
XXXXXXXXXXXXXXXX  XX 
XXXXXXXXXXXXXXXX 


XX 
XX 


XX 
XX 


XXX 
XXX 
XXX 


XX 
X 
X 
X 
X 
X 
X 
X 
X 


xxxxxxxxxxxxxxxxxxxxxxxxx 


Wigwam 


House 
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SECTION  G: 


REVIEW 


Assignment  Check 
Assignment  16A 
Assignment  16B 
Assignment  16C 
Assignment  16D 
Assignment  16E 


Three-minute  Timings 
Spell ing 

Reports:  Bibliography 
Reports:  Bibliography 
Reports:     Title  page 


Self  Evaluation 

VERY  SATIS-  CAN 

GOOD  FACTORY  IMPROVE 

1.  Keyboard  Mastery       

2.  Three-minute  Timings       

3.  Spelling       

4.  Reports:  Bibliography       

5.  Reports:     Title  Page       

6.  Art  Typing     '   

7.  Work  Habits 


Congratulations  on  completing  yet  another  module!     You  should 
now  be  able   to  type  your  reports  with  much  more  confidence. 
Please  keep   in  mind  that   the  requirements   suggested  in  this 
course  apply  to  this  course  only.     Your  teacher,   employer  or 
another  textbook  may  require  you  to  set  up  reports  differently. 
However,    it  will  be  easy  for  you  to  adapt  as  you  already  have 
a  basis   to  work  from. 

I  wish  you  every  success  as  you  tackle  the   last  module.  You 

must  be  complimented  for  staying  with  the  course  up  to  this  stage. 
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Send  all  letters  in  a  separate  envelope. 
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And  now,  for  the  final  module  in  this  course.  You  will  be  taught 
a  few  more  techniques  involving  the  typing  of  letters  and  tables. 
Hopefully,  this  will  prepare  you  for  the  more  advanced  techniques 
to  be  introduced  in  Typewriting  20. 

You  should  aim  to  reach  the  minimum  of  30  words  a  minute  on  your 
timings.     Please  note  that  this  is  the  absolute  minimum.  Several 
of  you  will  be  typing  in  the  35-40  wam  range.     The  only  way  to 
improve  typing  speed  is  through  meaningful  practice.  After 
practising,   determine  your  weak  areas,   and  then  do  several  drills 
to  improve  these  areas. 

The  final   lesson  is  a  review  of  what  has  been  taught   in  this 
course.     If  you  do  well   in  this   lesson,   you  can  feel  satisfied 
that  you  have  achieved  the  major  objectives. 
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SECTION  A:  KEYBOARD  MASTERY 


In  this  section,  you  will  be  practising  some  postal  codes 
from  some  of  our  provinces. 


Practice  Exercise 

Line  50 

Spacing  1  -  Triple-space  between  provinces. 
Tab  every  15  spaces 

Type  the  following  exercise.  Aim  for  no  more  than  ONE  error 
in  each  province. 


British  Columbia 


VIA  7B3  VOC  3T7  V2X  9Q7  V3B  2A3 

V4C  9V4  V5D  9M3  V6Q  8N7  V7R  7B3 

VST  5V3  V9Y  1X2  VOY  2C3  VIP  5D6 


Alberta 


TOG  OEO  TIG  1V2  T9P  817  T8L  1L2 

T7K  9K9  TOM  OTO  TOL  ITO  T5N  2R1 

T4K  ITl  T3T  1X1  T6J  5V5  T2X  0X0 


Saskatchewan 


SIQ  2W2  S3E  4R5  S6R  7T8  S9T  1Y2 

S2U  0L9  S6K  9J8  S5J  6G7  S4D  4S4 

S8A  3Z5  S4X  6C0  S7V  8B9  S4n  7M8 


Manitoba 


RIT  6Y6  R2U  414  R9P  9L8  R4K  7J0 

R7H  8K9  R7G  7F9  R3F  2D2  R4S  6A9 

R9Z  9X2  R6C  5V1  R7B  8N7  R8M  0L9 
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Lesson  17  deals  with  typing  letters  with  envelopes.     The  letters 
you  will  be  typing  are  different   from  the  earlier  ones  in  that 
some  new  techniques  are  introduced. 

By  the  end  of  this   lesson,   you  should  be  able  to: 


I     I  Type  postal  codes  for  the  western  provinces. 

[    I  Take  three-minute  timings,  making  no  more 
than  three  errors  on  each  timing,  and 
attaining  a  minimum  speed  of  27  wam. 

I     I  Spell  25  given  words  correctly. 

[     I  Type  mailable   letters  with  envelopes  — 

letters  will  have  a  company  signature,  an 
attention  line  and  a  subject  line. 

[     [ Further  develop  art  typing  skills. 


Happy  typing! 
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SECTION  B: 


THREE-MINUTE  TIMINGS 


Assignment  17A 

Line  70 
Spacing  2 
Tabs  5 

1.  Take  three  valid  three-minute  timings  on  the  following  paragraph. 
Each  timing  must  have  no  more  than  THREE  errors.  Corrections  are 
NOT  permitted  in  timings. 

2.  If  you  finish  the  paragraph  before  the  three  minutes  are  up,  go  back 
to  the  first  line,   and  repeat  the  paragraph  until  your  time  is  up. 

3.  Type  your  name  (line  7),   the  assignment  number  (line  8),   and  the 
date  (line  9)  on  all  pages. 

4.  Show  calculations  below  each  timing.     Refer  to  the  example  in 
lesson  13,   if  in  doubt. 

A  true  friend  will  always  reveal  his   loyalty  in  a  time  of  stress.  14 

He  is  ever  and  always  there  when  he  is  needed.     He  will  be  understanding  28 

when  most  people  will  only  raise  doubt.     He  offers  hope  when  there  is  42 

little  but  grief.     He  will  visit  one  in  good  times  only  on  being  invited,  56 

but  in  bad  times  he  comes  with  no  invitation.     Fair-weather  friends  are  70 

very  easy  to  find,   and  there  is  never  a  scarcity  of  them.     It  is  a  steady  84 

friend  who  stands  by  you  in  life's  periods  of  joy  and  sorrows  that  will  98 

be  cherished  always.  102 


1 


2 


3 


4 


5 


6 


7 


8 


9 


10 


11 


12 


13 


14 
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SECTION  C:  SPELLING 


You  have  now  completed  four  assignments  on  spelling,  and 
hopefully,  you  will  now  have  no  difficulty  with  the  one  hundred 
words  learned  in  module  four. 

In  module  five,  we  will  have  another  three  assignments  on 
spelling — an  additional  75  words. 

.Please  follow  the  same  instructions  as  set  out   in  Lesson  13. 


1.  It   is  difficult  to  beleive  that  everyone  failed. 

2.  Jerri  Schmidt  is  a  personnel   friend  of  the  major. 

3.  The  first  plan  proved  to  be  most  advantagous  to  all. 

4.  How  can  you  accept  me  to  cooperate  now? 

5.  Except  this   invitation  from  my  mother. 

6.  Don't  exagerate  the  problem. 

7.  One  of  the  largest  expenses  is  shown  under  miscelaneous . 

8.  Sandi  is  one  of  the  most  mischievus  youngsters   in  class. 

9.  That  pamf let  contains  all  the  relevant  information. 

10.  I  accept  your  recomenda t ion  to  complete  this  course. 

11.  All  visitors  will  have  to  be  innocula ted  against  smallpox. 

12.  Endurence  is  a  true  test  for  most  mountain  climbers. 

13.  Don't  j eopardise  the  expedition  by  your  selfish  behaviour. 

14.  In  times     of  recession,  many  businesses  reach  bankrupcy . 

15.  The  handwriting  on  this  prescription  is  il legable . 

16.  S incere ty  is  a  trait  to  be  cultivated. 

17.  We  conveyed  our  condolensces  to  the  bereaving  family. 

18.  He  received  a  hefty  comision  for  the  work  he  completed. 

19.  That  devise  is  not  working  as  planned  by  the  researchers. 

20.  A  repe tet ion  of  that  mistake  can  be  fatal. 

21.  That   is  a  manageble  problem. 

22.  Ma thmat ics   is  her  favourite  subject  this  semester. 

23.  The  athlete  was  placed  ninteenth  in  the  race. 

24.  He  overlooked  a  not icable  error. 

25.  Pari iment  will  be  adjourned  for  a  week  later  this  month. 
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SECTION  D: 


LETTERS  AND  ENVELOPES 


In  Module  Three  you  were  taught  how  to  type  a  very  simple  letter 
In  this  lesson  and  in  the  next   lesson,   a  few  more  techniques 
will  be  introduced. 


1 .     Letter  Sizes 

In  everyday  life,    letters  do  not  come  in  uniform  sizes — some 
are  short,   others  are  of  medium  length,  while  others  may  be 
long.     Because  of  this,   you  would  have  to  make  adjustments  in 
your  set  up  to  accommodate  the  various   letter  lengths.  There 
are  many  different  ways  to  make  adjustments   in  set  up.  In 
this  course,   you  are  asked  to  use  the  following  method. 


(a)  Short  Letter:     After  the  date,    leave  nine  blank  lines. 

(b)  Medium  Letter:     After  the  date,    leave  six  blank  lines. 

(c)  Long  Letter:     After  the  date,    leave  three  blank  lines. 


The  number  of  paragraphs  in  the  body  of  a  letter  may  be 
used  as  a  guide  when  determining  letter  length. 


(a)  Short  Letter:     Three  or  fewer  paragraphs 

(b)  Medium  Letter:     Three  to  five  paragraphs 

(c)  Long  Letter:     Five  or  more  paragraphs. 


In  this  module  you  will  be  told  the  letter  length  in  each 
case  so  that  you  can  make  the  necessary  adjustments. 


You  are  reminded  once  again  that  the  techniques  used  in 
this  course  may  be  different  from  other  courses,  teachers 
textbooks,   and  employers. 
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Letter  with  Company  Signature 

Some  firms  prefer  to  have  the  company  name  typed  below  the 
complimentary  closing.     Follow  this  procedure  when  you 
have  to  type  a  company  name: 


Example 

Yours  truly 


i2 

VAN  TIL  BAKERY 

i 


Gerald  Van  Til 
President. 


ti 

enc losure 


(a) 

After  the  complimentary  closing,   return  two 

t  imes . 

(b) 

Type  the  company  name  in  ALL  CAPITALS. 

(c) 

Return  five  times. 

(d) 

Type  the  writer's  name. 

(e) 

Sometimes  the  writer's  title  is  also  typed.     This  may 
be  typed  right  after  the  name,   or  on  the  next   line.  If 
the  name   is  typed  on  the   same   line,    it  will    look  like  this 

Gerald  Van  Til,  President 

(f) 

Return  twice  and  type  your  initials  at  the 

left  margin. 

(g)     If  something  is  enclosed  with  the   letter,   the  word 
"enclosure"   is   typed  directly  below  your  initials. 
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Assignment  17C 

Before  you  start  this  assignment,    let  us  review  all  the  letter 
typing  techniques  learned  up  to  this  point. 

1.  Use  a  12.5  cm  line. 

2.  Side  margins  should  be  equal. 

3.  Type  the  date  at  center,  on  line  13. 

4.  This  letter  has  five  fairly  small  paragraphs.     It  will  be 
classified  as  a  medium  letter.     Leave  six  blank  lines 
between  the  date  and  the  inside  address. 

5.  A  colon  is  typed  after  the  salutation  (Ladies  and  Gentlemen:), 
and  a  comma  is  typed  after  the  complimentary  closing 

(Yours  truly,).  There  are  no  other  punctuation  marks,  except 
in  the  body  of  the  letter. 

6.  Refer  to  the  previous  page  for  the  set  up  of  the  closing 
section. 


This  assignment  involves  typing     from  straight  copy.  Please 
note  that  all   lines  may  not  end  at  the  same  point  as  shown  on 
this  copy.     Your  type  size  may  be  different.     The  important 
thing  to  remember  is  that  you  must  use  a  12.5  cm  line. 

Type  the  letter  found  on  the  next  page.     Use  the   letterhead  provided. 
Correct  all  errors  using  the  appropriate  technique.     Also  type  a 
large  envelope,   showing  all  the  required  information  typed  at  the 
appropriate  places.     If  in  doubt  about  envelope  set  up,   refer  to 
Lesson  1 1 . 

On  the  reverse  side  of  the  envelope,   type  your  name,  assignment 
number,   and  date. 

Fold  the  letter  correctly  (refer  to  Lesson  11),   then  insert 
it  into  the  envelope. 


Do  not  seal  the  envelope. 
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VAN  TIL  BAKERY 

10531—80  Avenue,  Edmonton,  Alberta   T4J  9M2 


December  17,  1986 


Edmonton  Savings  Bank 
9903  Jasper  Avenue 
Edmonton,  Alberta 
T2P  2P4 

Ladies  and  Gentlemen: 

We  are  planning  to  enlarge  our  present  facilities.  This 
expansion  is  necessary  because  of  the  tremendous   increase  in 
sales  in  the  last  five  years. 

To  finance  this  building  project,  we  will  need  approximately 
$30  000.     Could  your  bank  lend  us  this  amount? 

As  you  may  know,  we  began  operating  as  a  wholesale  bakery  in 
Edmonton  17  years  ago.     Since  our  first  year  of  operation,  we 
have  grown  steadily.     At  present  we  supply  45  different  bakery 
products  to  more  than  a  thousand  retail  grocers   in  Alberta. 

The  enclosed  financial  statement,   together  with  historical 
pamphlets  about  our  company,  may  help  you  approve  our 
app 1 ica t  ion . 

I  shall  be  very  glad  to  come  in  to  see  you  about  this  request 
at  your  convenience. 

Yours  truly, 
VAN  TIL  BAKERY 


Gerald  Van  Til 
Pres  ident 

XXX 

enc losure 
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3 .     Letter  with  Attention  Line 

Sometimes  a  specific  person  is  asked  by  the  letter  writer 
to  attend  to  the  request.     In  this  case,   an  attention  line 
is  added  in.     The  opening  section  for  a  medium  letter  will 
look  as  follows: 


March  22,  1985 

^7 


Swan  Hills  Men's  Leatherworks 

P.  0.   box  83 

Swan  Hills,  Alberta 

TOG  2C0. 

^2 

Attention:     Mr.   Gerald  Wiley. 

Y 

Gent lemen : 


Note : 

(a)  Return  twice  after  the  inside  address. 

(b)  Type  the  attention  line. 

(c)  Return  twice  and  type  the  salutation.     Please  note  that 
the  salutation  used  here  is  Gent lemen : ,   and  not 

Dear  Mr.  Wiley.  The  reason  for  this  is  that  the  letter 
is  addressed  to  the  company  and  NOT  to  Mr.  Wiley. 


Assignment  17D 

Type  the  short  letter  found  on  the  next  page.     Use  the  letterhead 
provided.     Make  the  necessary  changes  as  requested  by  the 
proofreader's  marks.     Type  a  large  envelope  and  insert  this  letter 
into  the  envelope. 
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TIMMY'S  MEN'S  WEAR 

45  Main  Street,  Clude,  Alberta   TOG  OPO 

November  11,  1988 


Swan  Hills  Men's  Leatherworks 

P.  0.  Box  83 

Swan  Hills,  Alberta 

TOG  2C0 

Attention:  Mr.  Gerald  Wiley 
Gent lemen : 


ss 


Thank  you  for  your  recent  (Qfyshipment^46  dozen  pairs  of  Men's 
Cowboy  Xoots. 

The  price  quoted  in  your  catalogue  is  lower  than  the  price  on 
the  invoice  sent  to  us.     There  is  a  difference  of  $5  a  pair. 

Enclosed  please  find  a  copy  of  your  invoice,    please  make  the 

necessary  adjustments© 

Yours  truly.j 
A 

TIMMY'S  MEN'S  WEAR 


Timothy  McNamara 
Manager 


XXX 

enc losure 
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4.     Letter  with  a  Subject  Line 

A  subject  line  is  used  sometimes  to  draw  the  reader's 
attention  to  the  topic  discussed  in  the  letter.  Your 
format  will  be  as  follows  for  a  long  letter. 


October  29,  1986. 


I 

Northern  Lights  Motor  Association 
i  RR  1,   Site  4,   Box  9 

I  Enilda,  Alberta 

f  TOG  OWO 

Attention:     Ms.   Dot  Tiemstra. 

Ladies  and  Gentlemen: 

Northern  Alberta  Tour 


(a)  The  address  used  here  is  a  rural  one. 

(b)  After  the  salutation,   return  twice  and  type  the 
subject   line  starting  at  the  left  margin.     Underline  it. 

(c)  Return  twice,   and  type  the  rest  of  the  letter. 


Assignment  17E 

This  is  a  long  letter.     You  will  have  to  type  it  from  the  hand- 
written copy.     Correct  all  errors  neatly.     Type  a  large 
envelope  and  insert  the  letter  into  it.     Don't  forget  to  type 
your  name,   the  assignment  number  and  the  date  on  the  reverse 
side  of  the  envelope. 
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/;     S'JU  4  ^  g^") 
^.jJuxy  ^^O/C  .^JzA)^  .-jl^UlA.  /dMotLn^MiyO  Uuo)  A^^^jj^^^yr^^ 


joAaJaj    LJMudjL    x^yrujiJr  JAi   yUAsh  ^   dJa  j^^^^  M  J^r<''<Mx 
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j^duL    /l^    ^OiJr   yju\yyrulLLeifJ  douy\dL  jLhmx  JUuajje.  ydnjL  .Jjy 


/Yvd/mJL 
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SECTION  E: 


ART  TYPING 


Typewriter  Mystery  Game — the  object  of  this  game  is  to  construct  a 
design  on  the  typewriter  by  following  the  directions. 

To  solve  the  mystery,    insert  your  paper  vertically  in  the  typewriter, 
space  down  7  single  spaces  from  the  top,   set  side  margins  for  an 
83-space  line  and  begin  typing  line  by  line.     Symbo 1 s :   83:  means  strike 
the  colon  (:)  83  times;   2$  means  strike  the  dollar  sign  ($)  2  times; 
etc.     Keep  the  shift  lock  depressed  throughout  entire  typing.  When 
typing  is  completed,   turn  paper  horizontally — from  left  to  right — and 
the  design  will  be  obvious. 

NOTE 

This  exercise  is  for  your  enjoyment  only.     It   is  not  required  for 
this  course  but  you  may  submit   it  so  I  can  comment  on  your  finished 
design.     If  you  have  designs  of  your  own,   please  share  them  with  me  for 
the  use  of  future  students. 


DIRECTIONS 


Line 


1—  83 

2—  83 

3—  31 

4—  14 

5  —  10 

6  —  7 

7—  6 

8—  4 
8$ 

9—  3: 
8$ 

10—  2: 
8$ 

11—  2 

12  —  2 

13  —  2 
14—2 
15  —  3 
16—4 

9$ 

17  —  6: 

18  —  7: 

19  —  10 

20—  14 

21—  20 


2$,  50 
5$,  12 
4$,  2: 

3$,  6 

3$,  7 

2$,  3 

3: 

2$,  5:, 
3: 

2$,  7:, 
3: 

2$,  9:, 
13$,  3:, 
2$,  9 


2$, 
2$, 
2$, 
2: 

3$,  7:, 
3$,  6:, 
4$,  2: 
5$,  5: 
26$,  7 


,   2$,   28:,   13$,  9: 

1$,    2: ,   4$,   8: ,   2$,   20: ,   22$,  8: 
1$,   6:  ,   3$,   5: ,   2$,   19: ,   25$,  6: 
1$,   7: ,   3$,   4: ,   2$,   12: ,   34$,  4: 
2$,   5:,    1$,    5:,    2$,   3:,   2$,    2:,  2$ 


2$,  4:,  1$,  4: 
2$,   2:  ,   3$,  2: 


2$ 
2$ 


7$,   9: ,    2$,    1 : ,    20$,  11 

13$,    1 : ,    20$,   9: ,    2$,   9: , 
7$,   9: ,    2$,    1: ,    19$,   8: ,  2$ 
2$,   2:,   3$,   2:,   2$,  7 
2$,   4: ,    1$,   4: ,   2$,  5 
2$,   5:  ,    1$,   5: ,   2$,  3 


2$,  2:  ,  1$ 
2$,  1:,  2$ 
,    2$,  7:, 


9$ 
,  2: 

11 :  ,  9$ 


20$ 
13$ 
14$ 


7:  , 

14: 
12: 


2$,  1:, 
2$,  3: 
2$,  5: 


2$, 

1  : 

,  18$, 

7  : 

2$, 

13: 

,   9$,  2 

2$, 

2: 

,  17$, 

6: 

2$, 

14$,  2 

2$, 

2: 

,  17$, 

5: 

2$, 

4:  , 

7$,  6: 

1$,    7: ,   3$,   3: ,  16$ 
1$,   6:  ,   3$,   2:  ,    23$,  21 
1$,    2: ,   4$,   4: ,    20$,  1 
22$,    5: ,    2$,   6: ,    7$,  7 
,    2$,    11:,    15$,  2: 


2 :  ,    11$,  13::, 
9$,  2: 
11$,  13: 
8$,  2: 


12$,  2: 
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22- 

-13: 

33$, 

9: 

,  2$, 

16:,  7$, 

3: 

23- 

-17: 

29$, 

8: 

,  1$, 

2 

,  2$, 

14:,  7$, 

3: 

24- 

-17: 

29$, 

8: 

,  2$, 

3 

,  2$, 

12:,  7$, 

3: 

25- 

-17: 

29$, 

8: 

,  2$, 

5 

,  2$, 

10:,  7$, 

3: 

26- 

-14: 

2$,  1:, 

29$, 

9 

,  2$, 

6:,  2$, 

8 

,  7$, 

3  : 

27- 

-14: 

2$,  1 

•  » 

29$, 

7 

,  4$, 

8:,  2$, 

6 

,  6$, 

4: 

28- 

-14: 

39$, 

3: 

,  2$, 

9 

,  2$, 

4:,  5$, 

5 

29- 

-14: 

34$, 

9: 

,  2$, 

10:,  2$ 

2:,  5$, 

5: 

30- 

-14: 

34$, 

9 

:  ,   2$,   12: ,   6$,  6: 

31- 

-14: 

,  34$, 

10 

:,    1$,    15:,   2$,  7: 

32- 

-13: 

,  36$, 

34: 

33- 

-25: 

,  15$, 

3: 

,  8$ , 

32: 

34- 

-14: 

,   5$,  8:, 

13$, 

5 

,  4$, 

34: 

35- 

-10: 

,   4$,  2:, 

1$,  2: 

,   4$,   5:,  12$, 

4 

,  6$, 

33 

36- 

-7 

» 

3$,  6 

1$,  6 

3$,  4 

,   10$,  43 

37- 

-6 

3$,  7 

1$,  7 

> 

3$,  3 

,   10$,  43 

38- 

-4 

2$,  3 

2$,  5 

1$,  5 

,   2$,  3 

2$,  2 

10$  , 

42  : 

39- 

-3 

2$,  5 

J 

2$,  4 

1$,  4 

,   2$,  5 

2$,  2 

> 

9$, 

42  : 

40- 

-2 

> 

2$,  7 

J 

2$,  2 

5 

3$,  2 

,   2$,  7 

2$,  1 

9$ , 

42  : 

41- 

-2 

5 

2$,  9 

) 

7$,  9 

) 

2$,  1 

,   9$,  42: 

42- 

-2 

» 

13$,  3:, 

13$, 

1 

:,  9$, 

42: 

43- 

-2 

J 

2$,  9 

7$,  9 

) 

2$,  1 

,   10$,  1: 

,    1$,  1:, 

1$, 

37: 

44- 

-2 

) 

2$,  7 

» 

2$,  2 

J 

3$,  2 

,   2$,  7 

2$,  1 

> 

14$, 

37: 

45- 

-3 

) 

2$,  5 

2$,  4 

J 

1$,  4 

,   2$,  5 

■  > 

2$,  2 

) 

10$, 

2:, 

46- 

-4 

5 

2$,  3 

5 

2$,  5 

•  > 

1$,  5 

2$,  3 

2$,  2 

5 

2$, 

50: 

47- 

-6 

) 

3$,  7 

J 

1$,  7 

5 

3$,  4 

:,   2$,  50: 

48- 

-7 

3$,  6 

•  5 

1$,  6 

•  ) 

3$,  57: 

49__10: ,   4$,   2: ,   1$,   2: ,   4$,  60: 

50—  14:  ,   5$,  64: 

51—  83: 

52—  83: 


This  is  the  final  exercise  on  art  typing.     I  hope  you  had  some  fun 
doing  these  creative  projects.     It  will  be  appreciated  if  you  let  me 
have  some  of  your  own  ideas — these  can  be  included  in  our  next 
Typewriting  10  course  so  that  other  students  will  also  benefit  from 
your  ideas. 
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SECTION  F:  REVIEW 


Assignment  Check 


Please  check  off  each  assignment  as  you  insert  it  into  the  envelope 
This  will  also  be  the  ideal  time  for  you  to  double  check  your  work, 
the  grading  scheme  is  outlined  in  Lesson  13. 


Assignment  17A  Three-minute  Timed  Writings 

Assignment  17B  Spelling 


Assignment  17C  Letter  with  Company  Signature 

and  Envelope 

Assignment  17D  Letter  with  Attention  Line 

and  Envelope 

Assignment  17E  Letter  with  Subject  Line 

and  Envelope 


Self  Evaluation 

Please  check  off  the  appropriate  column.  This  evaluation  will 
help  to  point  out  your  weak  areas. 


VERY  SATIS-  CAN 

GOOD  FACTORY  IMPROVE 


1.  Postal  Codes 

2.  Three-minute  Timings 

3.  Letter  with  Company  Signature 

4.  Letter  with  Attention  Line 

5.  Letter  with  Subject  Line 

6.  Envelopes 

7.  Art  Typing 


VAN  TIL  BAKERY 

10531-80   Avenue,   Edmonton,  Alberta 


VAN  TIL  BAKERY 

10531-80   Avenue,   Edmonton,  Alberta 


TIMMY'S  MEN'S  WEAR 

45  Main  Street,  Clude,  Alberta   TOG  OPO 


TIMMY'S  MEN'S  WEAR 

45  Main  Street,  Clude,  Alberta   TOG  OPO 
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This  will  be  the  final  lesson  on  letters.  Several  different 
letter  styles  will  be  presented  as  alternatives  to  the  style 
you  have  been  using. 

By  the  end  of  this   lesson,  you  should     be  able  to: 


I    I  Type  postal  codes  from  the  central  provinces 
and  territories. 

I    I  Take  three-minute  timings,  making  no  more 
than  three  errors  on  each  timing,  and 
attaining  a  minimum  speed  of  28  warn. 

I     I  Spell  25  given  words  correctly. 

[    I  Type  mailable  letters  with  envelopes, 
using  a  variety  of  styles. 

[    I  Type  simple  three  column  tables. 

I    j  Type  on  lines  aligning  typing  correctly. 


Let's  get  started ! 
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SECTION  A: 


KEYBOARD  MASTERY 


We  continue  with  our  postal  codes  drill. 

Practice  Exercise 

Line  50 

Spacing  1.  Triple-space  between  provinces. 
Tabs  every  15  spaces 


Type  the  following  exercise 
in  each  province/ territory . 


Aim  for  no  more  than  ONE  error 


Ontario 


KIP  2L6 
L9P  7B7 
M7Z  2X3 


K9H  9D7 
L8C  4T1 
M8C  9V4 


K7C  8V8 
L6M  3H9 
M4F  7D3 


K3Z  6X6 
L3A  5F3 
M8W  7Q1 


Quebec 


G2W  1E3 
HIM  OTO 
J7L  OLO 


G9M  8N7 
HOT  7L8 
J6T  OMO 


G6B  5T5 
H3X  4D3 
J7V  4M7 


G3T  4S2 
H5Z  9A2 
J3X  1C2 


Yukon 


YIT  2R3 
Y7F  4G5 
Y6X  6C5 


Y4E  5W5 
Y8H  9J7 
Y9V  0B7 


Y6Q  7A8 
Y3J  8K2 
Y8N  9M4 


Y6E  4D9 
YIL  9Z2 
Y5Q  ITl 


Northwest  Territories 


XIC  2V3 
X3J  4H5 
X5R  6T2 


X4V  4B4 
X6F  7D8 
X7Y  8U3 


X6N  7M7 
X9S  5A1 
X9l  807 


X9L  1K2 
X8Q  3W2 
X3K  9D7 
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SECTION  B: 


THREE-MINUTE  TIMINGS 


Assignment  18A 

Line  70 
Spacing  2 
Tabs  5 

Take  three  valid  timings  on  the  following  paragraphs.     Refer  to 
Lesson  17   for  further  instructions  on  timings. 

Carry  out  your  duties  as  far  as  you  can  without  going  beyond  your  14 
authority;  in  other  words,  use  initiative.  Enjoy  knowing  that  you  are  28 
more  than  just  an  aide  ind  that  you  are  adding  a  share  to  the  total  work  42 
of  the  firm.  Men  who  do  hiring  will  look  for  those  who  think,  for  56 
men  and  women  who  will  not  hesitate  to  use  initiative  and  plain  sense.  70 

As  we  make  more  and  more  use  of  rapid  data  processing  machines,  the  84 
jobs  needing  little  or  no  thought  are  on  the  wane.  But  the  use  of  such  98 
a  machine  also  means  that  the  need  for  thinking  is  more  vital  than  ever —  112 
and  this  means   initiative.  118 


1 


2 


3 


4 


5 


6 


7 


8 


9 


10 


11 


12 


13 


14 


I 
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SECTION  C:  SPELLING 
Assignment  18B 

Please  complete  this  assignment  after  referring  to  the 
instructions  given  for  Assignment  13B. 

1.  The  landlord  gave  the  tenant  a  rec iept  for  the  June  rent. 

2.  All  students  in  Typewriting  10  past  the  course. 

3.  Miner  revisions  were  made  to  the  Task  Force  Report. 

4.  When  I  completed  the  report,    she  complemented  me. 

5.  What  you  do  has  to  comp 1 iment  what  I  do. 

6.  Can  you  acomodate  this  youngster  who  has  no  home? 

7.  A  consc lentous  worker  will  try  to  complete  tasks  well. 

8.  All  e 1 i g a b 1 e  voters  should  register  by  the  end  of  the  day. 

9.  Try  not  to  embarass  the  person  you  are  escorting.  { 

10.  My  younger  brother  uses  our  encyc lopedie  regularly. 

11.  This  buisness  is  a  thriving  concern. 

12.  My  neighbour  is  a  well-known  account ent . 

13.  That  action  is  not  permissable  in  this  group. 

14.  The  actress  received  a  boque t  from  her  suitor. 

15.  Sales  for  the   last  three  months  have  reached  a  p latau . 

16.  Acompany  the  clerk  to  the  grocery  store. 

17.  He  asked  for  a  reeva luat  ion  of  the  final  mark. 

18.  Pari iamentery  procedure  forbids  that. 

19.  The  prar ie  fields  of  wheat  excite  every  farmer. 

20.  Pref errent ial  treatment  should  be  avoided. 

21.  This   is  not  a  permenent  solution. 

22.  A  severe  cold  can  lead  to  neumonia . 

23.  That  statue  has  been  on  the   law  books  for  decades. 

24.  Summarize  that  book  in  twenty  pages. 

25.  The  s ight  of  the  next  track  meet  has  been  determined. 


Typewriting  10 


-  5  - 


Lesson  18 


SECTION  D: 


LETTERS  WITH  ENUMERATION 


When  you  want  a  list  of  items  to  stand  out  in  a  letter 
a  good  idea  to  set  this  up  as  an  enumeration. 


it  is 


Assignment  18C 


This   is  a  meduim  letter.     Type  this   letter  using  the  correct 
techniques.   Use  the  letterhead  provided.     Type  a  large  envelope 
and  insert  the  letter  in  the  envelope.     Type  your  name,   etc.,  on 
the  reverse  side  of  the  envelope.     Please  make  sure  that  ALL 
errors  are  corrected.     If  you  are  not  too  sure  about  the  correct 
format,   please  refer  to  the  appropriate  lessons  earlier  on  in 
this  course. 
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9948  Stony  Plain  Road 
Edmonton,  Alberta      T5K  3L2 


phone:  464-4850 


December  16,  1986 


Ms.   Jennifer  Mornay 
Mornay  Cosmetics  Limited 
9207  -  107  Street 
Edmonton,  Alberta 
T9G  2P4 

Dear  Ms.  Mornay: 
Facial  Demonstration 

We  are  delighted  that  you  will  do  a  facial  demonstration  at 
our  workshop  on  February  2.     I  am  pleased  to  provide  the  infor- 
mation for  which  you  asked. 

1.  The  audience  will   include  students  as  well  as  beauty  cul- 
ture teachers.     About  a  hundred  will  attend. 

2.  The  subject  you  suggest,   "Looking  Natural",    is  perfect  for 
the  occasion.      I  am  enclosing  a  copy  of  the  tentative 
program  plans. 

3.  The  banquet  will  begin  in  the  Oak  Room  of  the  Cordova  here 
in  Edmonton. 

We  are  looking  forward  to  the  pleasure  of  meeting  you  and  of 
hearing  your  address,  Ms.  Mornay.     If  there  is  any  way  we  can 
help,  please  let  us  know. 

Yours  sincerely, 

ALBERTA  BEAUTICIANS  SOCIETY 


Lynette  Thomas,  Secretary 


ti 

enc losure 
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SECTION  E:  LETTER  STYLES 


Up  to  this  point,  we  have  used  only  one  letter  style — the 
modified  block  style.     Letters  may  be  typed  in  a  variety  of 
styles.     In  this  section,   some  of  the  other  styles  will  be 
mentioned.     For  a  more  detailed  discussion,  you  will  have  to 
refer  to  our  Typewriting  20  course,   or  to  other  textbooks. 

In  this  course  only  one  style  is  taught-the  modified  block  style. 
You  have  been  using  this  style  all  along,   and  this   is  the  style 
that  you  will  continue  to  use  in  this  course  and  in  the  final 
text . 

Please  refer  to  the  examples  on  the  next  three  pages.  They  show 
three  of  the  most  popular  styles. 

1.  The  first  is  the  MODIFIED  BLOCK  STYLE.     Again,   this   is  the 
style  you  are  familiar  with.     Except  for  the  date  and  the 
closing,   all  other  lines  start  at  the  left  margin. 

2.  The  second  is  the  BLOCK  STYLE.     All   lines  begin  at  the 
left  margin. 

3.  The  third  is  the  INDENTED  STYLE.     The  only  difference  between 
this  style  and  the  first  one  is  that  the  paragraphs  are 
indented . 


There  are  other  styles  as  well,   but  for  this  course  it  is 
sufficient  to  know  the  three  styles  shown  here. 

Please  continue  to  use  the  MODIFIED  BLOCK  STYLE  for  the  rest 
of  this  course. 
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LARRY'S  MAIL  ORDER  HOUSE 


14205— 102  Street      Calgary,  Alberta      T6P  2J3 

September  6,  1987 


Dr.   Don  Harper,  Manager 
Harper's  Distributing 
429  Sutherland  Avenue 
Dixonville,  Alberta 
TOH  lEO 

Dear  Dr.  Harper: 

We  have  just  been  told  that  your  latest  catalogue  is  now 
aval lable . 

Please  send  us  100  copies  of  this  catalogue  for  distribution 
to  our  sales  agents. 

We  look  forward  to  continued  business  with  your  firm. 

Yours  sincerely, 


Larry  Singh 
Pres  ident 


MODIFIED  BLOCK  STYLE 
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LARRY'S  MAIL  ORDER  HOUSE 


14205— 102  Street      Calgary,  Alberta      T6P  2J3 

September  6,  1987 


Dr.   Don  Harper,  Manager 
Harper's  Distributing 
429  Sutherland  Avenue 
Dixonville,  Alberta 
TOH  lEO 

Dear  Dr.  Harper: 

We  have  just  been  told  that  your  latest  catalogue  is  now 
aval lable . 

Please  send  us  100  copies  of  this  catalogue  for  distribution 
to  our  sales  agents. 

We  look  forward  to  continued  business  with  your  firm. 
Yours  sincerely, 


Larry  Singh 
Pres  ident 

yi 


BLOCK  STYLE 
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LARRY'S  MAIL  ORDER  HOUSE 

14205— 102  Street      Calgary,  Alberta      T6P  2J3 

September  6,  1987 


Dr.   Don  Harper,  Manager 
Harper's  Distributing 
429  Sutherland  Avenue 
Dixonville,  Alberta 
TOH  lEO 

Dear  Dr.  Harper: 

We  have  just  been  told  that  your  latest  catalogue  is  now 
ava liable. 

Please  send  us  100  copies  of  this  catalogue  for  distri- 
bution to  our  sales  agents. 

We  look  forward  to  continued  business  with  your  firm. 

Yours  sincerely, 


Larry  Singh 
President 


INDENTED  STYLE 
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SECTION  F:  TABLES 

In  this  section  we  will  review  centering  techniques  taught 
earlier,  and  in  the  next  lesson,  you  will  be  introduced  to 
additional  techniques. 

Keep  the  following  in  mind: 

Vertical  Centering 

1.  Count  the  number  of  lines  that  the  table  occupies.  Don't 
forget  to  include  the  blank  lines.  (E.g.,  your  total  may 
be  25.) 

2.  Full  page  centering:     Subtract  the  number  of  lines  from  66. 

(66  -  25  =  41) 

Half  page  centering:     Subtract  the  number  of  lines  from  33. 
(33  -  25  =  8) 

3.  Divide  your  ^  ;swer  by  two,    ignoring  fractions. 

Full  page:     41  ^  2  =  20  Half  page:  8^2=4 

4.  Add  1   to  this  answer. 

Full  page:     20  +  1  =  21  Half  page:  4+1=5 

5.  Start  on  that  line. 

Full  page:     Start  on  line  21.       Half  page:     Start  on  line  5 

Horizontal  Centering 

1.  Remove  all  tabs  and  margin  settings. 

2.  Find  the  key  line  in  the  table.     This  is  made  up  of  the 
largest  entry  in  each  column.      Include  six  spaces  between 
CO lumns . 

3.  Backspace  ONCE  for  every  TWO  characters  in  the  key  line. 
Ignore  fractions. 

4.  Set  the  left  margin. 

5.  Using  the  spacebar,   space  ONCE  for  EACH  character  in  the 
longest  entry  in  Column  1,   and  then  space  over  another  six 
spaces.     Set  your  first  tab. 

6.  Repeat  Step  5  for  each  of  the  other  columns. 
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Assignment  18D 

Single-space.  Center  the  following  table  on  a  full  sheet  of 
paper.     Correct  ALL  errors  neatly. 


VINTON  COMMUNITY  LEAGUE 
Executive  1986-87 


Pres  ident 
Vice  President 
Secretary 
Treasurer 

Sports  Coordinator 

Fund  Raising  Coordinator 

Town  Liaison 


Loreen  Schmidt 
Duane  Vanstaedt 
Yuanita  Perras 
Kim  Barker 
Yolana  O'Hara 
Audrey  Shipton 
Eldon  Yoo 


392-6728 
392-1392 
392-0410 
392-8112 
392-9371 
392-2444 
392-5331 


Assignment  ISE 

Single-space.  Center  the  following  table  on  a  full  sheet  of 
paper.     Make  the  necessary  corrections. 


ALBERTA  CORRESPONDENCE  SCHOOL 
High  School  Department  Heads 
1985-1986 


Engl ish 

Modern  Qanguages 
Mathemat  ics 
Science 

Social  ^>tfdies 
E lec t  ives 

Business  Education 
Vocational  Education 


Dennis  Fenrich 
Irmgard  Wil lans 
(Schade/Ken) 
Denz  i  r^Smal  1 
Ken  Mergle 
Yvonne  Petruk 
Jerry  Pon 
John  Kryvonishka 


674-5144 
674-5140 
674-5146 
674-5147 
674-5150 
674-5149 
674-5152 
674^5153 
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Assignment  18F 

Compose  a  table  of  ten  phone  numbers  that  you  use  most  frequently. 
Use  the  heading:     FREQUENTLY  USED  NUMBERS.     As  a  subtitle,  type: 
By  (Your  Name).     List  the  name  of  the  person  or  the  business  in 
the  first  column,   the  town/city  in  the  next  column,   and  the  phone 
number  in  the  last  column. 

Center  this  on  a  full  page. 


SECTION  G:  TYPING  ON  LINES 


The  variable  line  spacer  is  used  for  typing  copy  on  a  line.  If 
it   is  depressed,   you  can  turn  the  cylinder  quite  easily.  The 
variable  line  spacer  may  operate  differently  on  your  machine. 
Please  check  your  owner's  manual. 


VARIABLE  LINE 
SPACER 


In  order  to  type  on  lines: 

1.  Depress  the  variable  line  spacer. 

2.  Turn  the  cylinder  until  the  line  just  disappears  below  the 
alignment  guide. 

3.  Make  sure  that  the  paper  is  straight  all  the  way  across. 

4.  The  typed  material   should  appear  slightly  above  the  line. 


i 


i 
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POOR 

Jeremy  Baker  

Jeremy  Baker  

Jeremy  Baker 

Assignment  18G 

TYPE  in  the  blanks  with  an  appropriate  conclusion  to  the  follow- 
ing sayings.     Each  of  these  is  a  proverb  with  a  well-known  ending. 
However,  you  may  compose  your  own  ending.     Erase  and  correct  all 
typing  errors.     Don't  forget  to  type  the  period  at  the  end  of  each 
sentence . 


1 . 

Out  of  sight,   out  of 

2. 

Rome  wasn't  built  in 

3. 

Birds  of  a  feather 

4. 

A  stitch  in  time 

5. 

The  early  bird 

6. 

Silence  is 

7. 

You  can't  tell  a  book 

8. 

When  the  cat's  away, 

9. 

Like  father,  like 

10. 

Never  look  a  gift  horse 

11 . 

Don't  put  all  you  eggs  in 

12. 

Every  cloud  has  a 

13. 

Don't  count  your  chickens 

14. 

A  bird  in  the  hand 

GOOD 


Jeremy  Baker 


15. 


Early  to  bed,   early  to  rise  makes 


i 


i 


i 
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SECTION  H: 
Assignment  Check 


REVIEW 


Assignment  18A 

Assignment  18B 

Assignment  18C 

Assignment  18D 
Assignment  18E 
Assignment  18F 

Assignment  180 


Three-minute  Timings 
Spelling 

Letter  with  Enumeration 

Table  from  Straight  Copy 
Table  from  Draft  Copy 
Table:  Composed 

Typing  on  Lines 


To  get  1007o  on  each  assignment,  please  refer  to  Lesson  13  for 
the  grading  system  to  be  used  in  these  assignments. 


Self  Evaluation 

1.  Postal  Codes 

2.  Three-minute  Timings 

3.  Spelling 

4.  Letter  with  Enumerations 

5.  Table  from  Straight  Copy 

6.  Table  from  Draft  Copy 

7.  Table:  Composed 

8.  Typing  on  Lines 

9.  Work  Habits 


VERY 
GOOD 


SATIS- 
FACTORY 


CAN 

IMPROVE 


Your  learning  as  far  as  letters  are  concerned  is  over  in  this 
course.     Lesson  19  continues  with  instructions  on  typing  tables. 


( 
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REMINDER 
Final  Course  Mark 


Please  Note: 

If  your  mark  on  the  final  test  is  40%  or  less,  NO  credit 
will  be  given  for  your  year's  work.     Your  final  course  mark 
will  then  be  based  entirely  on  the  final  test. 


i 


^y^itfey'ta  i3eaulicians  Societ 


9948  Stony  Plain  Road  phone;  464-4850 

Edmonton,  Alberta      T5K  3L2 


OClGi 


9948  Stony  Plain  Road  phone:  464-4850 

Edmonton.  Alberta      T5K  3L2 


i 
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Lesson  19  teaches  tables  with  column  headings.     This   lesson  will 
include  instructions  on  the  typing  of  tables.     Further  techniques 
will  be  taught  in  Typewriting  20.     What  you  have  learned  in  this 
course  should  provide  you  with  the  necessary  background  to  type 
simple  tables. 

By  the  end  of  this  lesson,  you  should  be  able  to: 


Q^Type  postal  codes  for  the  maritime  provinces. 

I     [Take  three-minute  timings,  making  no  more  than 
three  errors  on  each  timing,   and  attaining  a 
minimum  speed  of  29  wam. 

QSpell  25  given  words  correctly. 

I     [Center  tables  with  column  headings  of  various 
sizes. 

I     [Type  on  lines  aligning  typing  correctly. 


Work  wel 1 ! 
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SECTION  A: 


KEYBOARD  MASTERY 


This   is  the  final  drill  on  postal  codes. 

Practice  Exercise 

Line  50 

Spacing  1.     Triple-space  between  provinces. 
Tabs  every  15  spaces 

Type  the  following  exercise.  Aim  for  no  more  than  ONE  error 
in  each  province. 

Newfoundland 


AIS  2D3 
A2X  3C4 
A4W  9E4 


A4F  5G6 
A5V  6B7 
A5R  6T1 


A7J  8K8 
A8N  9M1 
A8Y  9U4 


A9L  1Z2 
A8Q  1W2 
A8I  9P4 


Nova  Scotia 


B9N  8M7 
B3D  4G9 
B70  914 


B6V  7C4 
B7F  8H3 
B8U  7Y2 


B4X  3Z3 
B7J  6K2 
B5T  6T7 


B9A  8S2 
B5L  9P3 
B4R  5E5 


Prince  Edward  Island 


C9V  8B6 
C2Q  3A9 
C5T  6H8 


C3D  4E5 
C6Z  7X9 
CB6  5T4 


C2W  3S4 
C9M  8J9 
C7G  2B4 


C5X  7Z9 
C7U  8N5 
C5F  7S3 


New  Brunswick 


E5D  6C8 
E9L  8P8 
ESN  6B7 


E7R  8G9 
E3M  6N0 
E2S  4A4 


E6V  7T9 
E4E  ITl 
E6T  8U3 


E9K  8B6 
E6M  0X0 
E2W  5Q2 
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SECTION  B:  THREE-MINUTE  TIMINGS 

Assignment  19A 

Line  70 
Spacing  2 
tabs  5 

Three  valid  three-minute  timings  are  required. 

Many  people  fail  in  school  because  they  do  not  know  how  to  study  13 

effectively.     Before  you  can  master  any  academic  subject,  you  must  learn  28 

the  basic  techniques  which  lead  to  efficient  study.     It  is  a  good  idea  42 

to  start  by  setting  up  your  long-range  and  short-range  goals  and  then  to  56 

determine  how  much  study  effort  you  will  need  to  expend  to  reach  them.  71 

It  is  desirable  to  study  in  the  same  place  every  day.     You  will  get  84 

accustomed  to  working  in  one  setting,  whether  it   is  the  library  or  the  99 

study  hall  at  your  school  or  your  own  room  at  home.     The  study  environ-  113 

ment  should  be  as  well   lighted,   comfortable,   and  as  free  from  distracting  127 

noise  as  you  can  manage.     Before  you  start  to  study,   plan  how  much  time  141 

you  will  need  for  your  current  assignment.     In  addition,   you  must  allow  156 

ample  time  to  complete  any  projects  before  their  deadlines.     You  must  170 

also  allow  time  to  study  for  any  tests  you  will  take.  180 
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SECTION  C:  SPELLING 


Assignment  19B 

This  is  the  final  assignment  in 
Please  complete  this  assignment 
for  assignment  13B. 


this  course  on  spelling, 
keeping  in  mind  the  instructions 


1.  The  principal  recieves  many  visitors  each  day. 

2.  Precede  according  to  the  directions  on  the  label. 

3.  He  was  congradu lated  on  an  excellent  piece  of  work. 

4.  Pianoes  are  expensive  pieces   of  musical  instruments. 

5.  In  some  areas  fried  potatos  are  served  at  breakfast. 

6.  He  formed  a  partnership  with  his  two  son-in-laws . 

7.  This  is  a  direct  result  of  there  action. 

8.  Place  it  their  in  the  corner. 

9.  That  was  a  tremendous  acheivement  for  her. 

10.  The  comittee  on  tolerance  will  meet  early  next  week. 

11.  Her  poor  typing  ability  is  a  hinderance  to  her  success. 

12.  There  was  an  extent  ion  phone  on  his  desk. 

13.  He  claims  to  be  an  inhabit ent  of  these  islands. 

14.  My  collegue  is  well  known  in  the  parts  trade. 

15.  Take  the  init ive  and  do  something  constructive. 

16.  Upon  his  insistance  the  project  was  abandoned. 

17.  You  should  not  have  inter f erred  in  this  matter. 

18.  That   is  a  debat eab le  issue. 

19.  Hes i tency  at  the  opportune  moment  could  lead  to  failure. 

20.  This  perenial  problem  is  here  to  stay. 

21.  The  scared  remains  after  the  fire  were  a  sad  sight. 

22.  A  recurence  of  this  problem  should  be  avoided. 

23.  Managment   is  upset  with  this  worker's  absence  record. 

24.  It  was  s impley  a  joy  to  behold. 

25.  Working  under  cons tent  pressure   is  harmful. 
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SECTION  D:  TABLES:     BLOCKED  COLUMN  HEADINGS 


In  the  tables  typed  up  to  this  point,   columns  had  no  headings. 
The  reader  had  to  assume  what  was  included  in  each  column. 

In  this  lesson,  you  will   learn  how  to  type  column  headings. 
Study  the  example  below  and  then  look  over  the  points  mentioned. 


CANADA 

V2 

Western  Provincial  Capitals 

Province  Capital 

i2 

British  Columbia  Victoria 
Alberta  Edmonton 
Saskatchewan  Regina 
Manitoba  Winnipeg 


To  type  blocked  column  headings: 

1.  Set  your  left  margin  and  tabs  as  described  in  Lesson  18. 

2.  Type  the  first  column  heading  starting  at  the  left  margin, 
and  the  other  column  headings  starting  at  the  tabs. 

3.  Underline  the  column  headings. 

4.  After  the  subtitle,   return  three  times,    leaving  two  blank 
1 ines . 

5.  After  typing  the  column  heading,   return  twice,    leaving  one 
blank  line,   before  typing  the  rest  of  the  table. 


Typewriting  10 


-  6  - 


Lesson  19 


Assignment  19C 

Center  the  following  table  on  a  full  page.     Use  blocked  column 
headings.     Correct  ALL  errors.     Check  for  centering  after  you 
complete  the  table.     Do  not  hand  it   in  if  it   is  not  centered 
vertically  and  horizontally. 


PROVINCES  OF  CANADA 


With  Capitals 


Province 


Capital 


Alberta 

British  Columbia 

Manitoba 

New  Brunswick 

Newfoundland 

Nova  Scotia 

Ontario 

Prince  Edward  Island 
Quebec 

Saskatchewan 


Edmonton 

Victoria 

Winnipeg 

Freder icton 

St.  John's 

Hal  if ax 

Toronto 

Char lottetown 

Quebec  City 

Regina 
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SECTION  E:     TABLES:     SHORT  CENTERED  COLUMN  HEADINGS 


When  a  column  heading  is  shorter  than  the  longest  item  in  a 
column,   the  heading  should  be  centered  over  the  column. 


Example 

Boys 

William  Halpin 
Joseph  Weinberg 
Albert  Wegner 


1.     Subtract  the  number  of  spaces  in  the  column  head  (4)  from 
the  number  of  spaces   in  the  longest   item  in  that  column. 
(Joseph  Weinberg:     15  spaces) 

15  -  4  =  11 


2.     Divide  the  answer  by  2. 

11  -I-  2  =  5.5 

Ignore  fractions 

The  answer  now  becomes  5. 


3. 


Indent  the  column  heading  that  many  spaces.  In  the  above 
example,   the  column  heading  Boys  is  indented  5  spaces. 
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Assignment  19D 

Center  the  following  table  on  a  full  sheet  of  paper.  Center 
the  column  headings  over  the  columns.     Correct  all  errors 
neatly. 

Make  the  necessary  corrections  as  indicated  by  the  proofreader's 
marks . 

Check  for  centering  before  you  submit  this  table. 


Hockey  Pract  ices 


January  and  February 


Days 


Teams 


Mondays 
Tuesdays 


Cougars 
Panthers 
Jaguars 
Lio|g/T!| 


Wednesdays 

Thursdays 

Fridays 
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SECTION  F:     TABLES:     LONG  CENTERED  COLUMN  HEADINGS 


When  a  column  heading  is   longer  than  any  item  in  the  column, 
the  column  is  block  centered  under  the  headings. 

NOTE:     When  a  column  heading  is   longer  than  any  item  in  the  column, 
you  will  have  to  use  this  heading  as  part  of  the  key  line. 
For  example,    look  at  the  key  line  in  the  example  below: 

Example 

CITY  OF  EDMONTON 
Summer  1986 


Places  of  Interest 

Museum 
Ice  Arena 
Town  Hall 
Art  Gallery 


Hours  of  Operation 

09:00  -  20:00 
09:00  -  22:00 
10:00  -  16:30 
10:00  -  21:00 


Key  line:     Places  of  Interest 1 23456Hours  of  Operation 


Follow  these  steps: 

1.     Subtract  the  number  of  spaces  in  the  longest  item  in  the 
column  (Art  gallery:     11   spaces)   from  the  number  of 
spaces  in  the  column  heading  (18  spaces). 

18  -  11  =  7 


2.     This  answer  must  be  divided  by  two.     Ignore  fractions. 
7^2  =  3 


3.     Indent  the  column  that  number  of  spaces. 


4. 


Block  center  the  column  under  the  heading. 
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Assignment  19E 

Single-space.  Center  the  following  table  on  a  full  sheet  of 
paper.     Block  center  the  columns  under  the  column  headings. 


lO  Jason  45 

10  "Bre-ndcL,  42. 

11  Scff  i>f 

II  VcLt  <^2. 

Windoj  7^ 

/X  Bo  72- 

/2  D(C.K  &9 
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SECTION  G:  TYPING  ON  LINES 

Assignment  19F 

On  the  next  three  pages  you  will   find  drawings  and  cartoons.     Type  a 
saying  or  caption  on  the  lines  provided  underneath  each  picture.  Your 
caption  may  be  only  one  word  or  many  words.     Please  refer  to  Lesson  18 
regarding  typing  on  lines. 


0 


i 


I 
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SECTION  H: 


REVIEW 


Assignment  Check 
Assignment  19A 
Assignment  19B 
Assignment  19C 

Assignment  19D 

Assignment  19E 

Assignment  19F 


Three-minute  Timings 
Spe 1 1 ing 

Table  with  Blocked  Column 
Headings 

Table  with  Short  Centered 
Column  Headings 

Table  with  Long  Centered 
Column  Headings 

Typing  on  Lines 


Self  Evaluation 

VERY     SATIS  CAN 

GOOD     FACTORY  IMPROVE 

1.  Postal  Codes       

2.  Three-minute  Timings       

3.  Tables  with  Blocked  Column  Headings       

4.  Table  with  Short  Centered  Column  Headings       

5.  Tables  with  Long  Centered  Column  Headings       

6.  Typing  on  lines     


Congratulations  on  completing  nineteen  lessons!     You  should  have 
learned  all  the  techniques   involved  in  typing  letters,  reports, 
tables,  envelopes. 

Lesson  20  is  a  review  of  the  entire  course.     If  you  do  well  in 
this  last  lesson,   you  can  feel  assured  that  you  have  reached 
all  the  goals  you  set  out  for  yourself  when  you  started  the 
very  first  lesson. 
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Assignment  20B 
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Assignment  20D 
Assignment  20E 
Assignment  20F 
Assignment  20G 
Assignment  20H 
Assignment  201 
Assignment  20 J 
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Timings 
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Lesson  20 


The  final   lesson  in  Typewriting  10!     How  far  you  have  come  since 
you  first  started  this  course.     Most  of  you  knew  nothing  about 
typing  at  that  stage,   but  now  you  can  type: 


I  I  letters 

[  I enve lopes 

I  I  tables 

I  I  reports 


Quite  an  achievement! 

Lesson  20  reviews  all  that  has  been  covered  in  this  course. 

If  you  are  uncertain  about  the  techniques  involved  in  the  typing 

of  these  assignments,   read  through  the  relevant   lesson  notes. 

Type  your  name,   assignment  number,   and  the  date  on  all  assignments. 


Work  wel 1 ! 
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Lesson  20 


Assignment  20A: 


Three-minute  Timings 


Line  60 
Spacing  2 
Tabs  5 

Submit  THREE  valid  three-minute  timings.     Circle  ALL  errors. 
Corrections  are  NOT  permitted  in  timings.     Indicate  your  speed 
below  each  timing.     A  valid  timing  will  have  no  more  than  three 
errors . 

Not  all  your  days  at  the  office  will  be  filled  with  sun-  12 

shine.     A  day  will  come  when  you  are  deep  in  work  and  busy  24 

with  many  matters,   and  everything  will  seem  to  go  wrong.     The  36 

carriage  of  your  machine  will   start  acting  up,   your  employer  48 

will  have  a  visitor  every  five  minutes,   and  you  will  be  com-  60 

ing  down  with  a  cold.     Cheer  up,   count  to  ten,   and  assure  72 

yourself  that  you  are  as  strong  as  the  Rock  of  Gibraltar.  84 

You  should  be  willing  to  improve  yourself.     Appearance  96 

is  a  very  important   factor.     You  should  always  have  good  108 

posture.     Carry  your  head  high  with  an  air  of  pride.     You  can  120 

test  this  by  putting  a  book  on  your  head.     Walk  with  an  easy  132 

step  and  do  not   lag.     Watch  the  size  of  step  you  take.     Show  144 

poise  when  you  sit  and  stand.     Let  yourself  down  slowly  and  156 

easily  into  the  chair.     Sit  and  stand  erectly  at  all  times.  168 


1 


2 


3 


4 


5 


6 


7 


8 


9 


10 


11 


12 
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Assignment  20B:     Table:     Blocked  Column  Headings 

Center  the  following  table  on  a  full  sheet  of  paper.  Correct 
all  errors  using  the  appropriate  erasing  techniques.  Check 
for  centering  before  submitting  this  assignment   in  for  grading. 
S  ingle-space . 


Assignment  20C:     Table:     Short  Column  Headings 

Center  the  following  table  on  a  full  sheet  of  paper.  Correct 
all  errors,   using  the  appropriate  erasing  techniques.     Check  for 
centering  before  submitting  this  assignment  for  a  grading. 
S  ingle-space . 


TYPEWRITING  10 


Course  Description 


Module 


Topic 


One 

Two 

Three 

Four 

Five 


Keyboarding 

Keyboarding,   Centering  and  Tabulation 

Letters  and  Reports 

Reports 

Letters  and  Tables. 


ds 


SKI  VACATIONS 
Northern  Sector 


Locat  ion 


fee 


Macdonald  Hill 
Rocky  Ventures 


Northern  Ski  Hill 


Happy  Landings 
Victoria  Hilltop 


$125.50 

i(qj61.oo 

205.50 
211 .75 
220.00 
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Assignment  20D:     Table:     Long  Column  Headings 


Center  the  following  table  on  a  full  sheet  of  paper.  Correct 
ALL  errors  using  the  appropriate  correction  techniques.  Check 
for  centering  before  submitting  this  assignment.  Single-space. 


Corv\fr~)Ou 
Colon 
Sennit  [on 


I 

2- 

/ 

0 


10 
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Assignment  20E:     Short  Personal  Business  Letter 

Type  this  Letter  on  a  plain  sheet  of  paper.  Correct  All  errors 
Type  a  SMALL  envelope  for  this  letter,  then  fold  the  letter  and 
insert   it  into  the  envelope. 


''^         ?S/  ^ 


ioB  4po 


yt^  -y^^mdrnyi)  Mod  M^^nyLrnodJM  myi^ jUju 
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Lesson  20 


Assignment  20F:     Medium  Business  Letter 

Type  this   letter  on  the  letterhead  provided  (Red  Tape  Experts). 
Correct  ALL  errors.     Use  a  12.5  cm  line.     Type  a  large  envelope, 
then  fold  and  insert  the  letter  into  it. 

Please  use  the  correct  setup  as  shown  in  earlier  lessons.  Pay 
particular  attention  to  the  spacing  and  the  punctuation  marks. 

Today's  date.     Miss  Lynda  Larson,   2931  8  St.  N.   E.,  Calgary, 
Alberta,  T2J  1E6. 

Dear  Miss  Larson.     Purchase  Order  #2348. 

This   letter  is  in  response  to  your  telephone  call  made  this 
morning . 

A  thorough  search  of  our  shipping  records  indicates  that  your 
order  was  sent  out  two  weeks  ago.     It  was  mailed  at  the  Central 
Post  Office,   and  we  have  the  receipt   in  our  possession. 

Please  check  at  your  local  post  office  to  determine  whether  the 
parcel  arrived  there. 

After  we  hear  from  you,  we  will  make  further  inquiries  at  this 
end . 

Yours  sincerely,  Kimberley  Clerk,  Manager,   your  initials. 
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Assignment  20G:     Long  Business  Letter 

Type  the  following  letter  on  the  letterhead  provided  (Best  Books 
Ltd.)'     Correct  all  errors.     Type  a  large  envelope,   then  fold 
and  insert  the  letter  into  it. 

Please  note  that  you  must  determine  the  correct  setup. 

The  letter  is   from:     Elaine  Brong,  Manager,   Best  Books  Ltd. 
The  letter  is  to:     Vega  Book  Store,   271  Ridgevalley  Road,  Vega, 
Alberta,   TOG  2H0.     For  attention  of:     Ms.   Francine  Peters. 
The  subject   is:     Purchase  Order  #4079. 

We  received  the  above  purchase  order  today,  and  we  wish  to  thank 
you  for  your  continued  patronage. 

The  following  books  are  not  available  at  present.     1.  Blake 
Edwards,   Distant  Drums.     2.     Maureen  Filletson,  Quick  Sands. 
3.     Doreen  Jampolsky,   Computers  and  Children.     4.     Eddie  Zuk, 
Watch  that  Horse! 

These  books  have  been  ordered  from  our  publishers,   Gurtek  Ltd., 
and  we  expect  delivery  within  three  weeks.     As  soon  as  these 
arrive,   your  order  will  be  filled. 

Enclosed  please  find  our  latest  catalogue  which  replaces  the  one 
we  mailed  to  you  last  June.     You  may  be  interested  in  the  special 
discounts  being  offered  for  orders  placed  within  60  days.  In 
addition,   our  overall  discount  of  5%  still  applies. 

Our  representative,   Aileen  Malachi  will  be   in  your  area  early 
next  month.     She  plans  to  call  on  you.     As   in  the  past,   she  is 
always  willing  to  provide  you  with  the  best  possible  service. 
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Assignment  20H:  One-Page  Report 

Type  the  following  one-page  report.     Correct  ALL  errors.     Make  sure  that 
all  margins  are  set  correctly. 

MAINTAINING  YOUR  TYPEWRITER 

Always  keep  your  typewriter  ready  for  use!     Keeping  your  machine 
ready  takes  only  a  few  minutes  each  day,   and  it  will  cut  down  on  costly 
repairs  and  delays  in  your  work.     Clean  your  typewriter  often  and  oil  it 
occasionally."'"     Make  it  a  habit  to  start  each  day  with  a  clean  typewriter. 

CLEAN  TYPE 

Clean  the  type  often.     Clean  type  makes  better-looking  work.  Brush 
out  the  dust  specks  on  the  carriage  to  prevent  them  from  falling  into  the 
moving  parts. 

CLEAN  MACHINE 

Be  sure  to  cover  your  machine  each  night  or  when  it  is  not  in  use. 
A  clean  machine  produces  much  better  work,   and  the  skill  of  a  typist  is 
often  decided  by  the  appearance  of  work  completed.     Be  good  to  your 
machine;   and  it  will,   in  return,   do  good  work  for  you. 

SOME  PRECAUTIONS 

Keep  the  following  in  mind: 

1.  Center  the  carriage  when  the  machine  is  not  in  use. 

2.  Do  not  place  books  or  clothing  on  the  typewriter. 

3.  Never  strike  the  keys  unless  paper  is  in  the  typewriter. 

4.  Use  the  paper  release  when  removing  paper  from  the  machine. 

Vick  Ryan,  Machines  Work  Well ,  Gage,  Toronto,   1985,  p.  37. 
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Assignment  201  Multi-Page  Report 

Type  the  following  report.     Make  sure  the  footnotes  appear  on  the  right 
pages.     Number  each  page  at  the  appropriate  place.     Correct  all  errors 
using  the  correct  techniques. 


Ys//^//i/^  Tips 


-drv   kJJlL    'dA.^^IUAAn^  /jIam^  /rn(nJL  ._jJ^yCurO  ^ 
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W  /ncr  ^ahxIml    fm  ^Mu  ^^ph-  iicnn'J  uuJOJIM  KMymx^ 

yjUjfiUL  Kj:J^Ujdjyjy   ^(Tl    ..UAjCnky  lM^uL    /UJzU    UlX/yvtU.  ^ 


/KiyyytkL  ydluLHyyya  /mX(!Ajyya  W  d:^  Uz/mJL,^  -^^dJxA.  \jJr 
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UAUbdJiL    iMA-budbbd^     [MiOui    i^UL   Mmxul  yrrTOAluyrvL^ 


/uLdr\    JhCiy  'a'\    "J^'f  "J^''   "d",    'ix;'   JUnd.  ''<y''  JlU. 
u^kj    UaJMA    Jmj^   ddvum  M    ^ff^  ^-^^^^^ 

Jdl  (/L    JJa    JL(m<_^  pJHyrvio    ^dhotcM  ^ 
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Assignment  20 J: 


Bibliography 


Type  a  bibliography  for  the  previous  report  (Assignment  201) 
Make  sure  that  this   is  arranged  correctly. 


Assignment  Check 

Please  check  off  each  assignment  as  you  insert  it  into  the  envelope 
This  may  also  be  an  appropriate  time  to  double-check  all  your  work. 


Assignment  20A 
Assignment  20B 
Assignment  20C 
Assignment  20D 
Assignment  20E 
Assignment  20F 
Assignment  20G 
Assignment  20H 
Assignment  201 
Assignment  20J 


Three-minute  Timings 

Blocked  Column  Headings 

Short  Column  Headings 

Long  Column  Headings 

Short  Personal  Business  Letter 

Medium  Business  Letter 

Long  Business  Letter 

One-page  Report 

Multi-page  Report 

Bib  1  iography 


Self  Evaluation 


1 .  Timings 

2.  Tables 

3.  Letters 

4.  Envelopes 

5.  Reports 


VERY  SATIS-  CAN 

GOOD  FACTORY  IMPROVE 
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EVALUATION  OF  THIS  COURSE 


This  course  evaluation  form  will  provide  important  feedback  to 
your  teacher.     Please  complete  this  form,   and  send  it  in  with 
your  last  lesson  or  mail  it  in  separately. 


1.     For  you  personally,  was  this  course  worthwhile? 

Very  worthwhile   

Of  some  use   

Not  worthwhile  at  all 


Comments : 


2.     How  would  you  rate  this  course? 

Excel lent 
Satisfactory 
Can  Improve 

Comments : 


3.     How  would  you  rate  your  teacher? 


Very  helpful 
Satisfactory 
Could  be  more  helpful 


Comments : 
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4.     Rate  the  instructions  given  in  the  course  for  each  of  the 
following  aspects: 

VERY  SATIS-  CAN  COMMENTS 

GOOD  FACTORY  IMPROVE 

Timings         


Tables 


Letters 


Envelopes 


Reports 


5.     Additional  Comments: 


Thank  you  for  your  cooperation.     I  trust  that  you  will  continue  with 
your  typewriting  program.     The  next  course,   Typewriting  20,  builds 
on  the  skills  you  have  developed  in  Typewriting  10. 

I  wish  you  every  success   in  your  future  studies. 


9205-102     Street     S.W.    Calgary,     Alberta  TIP-3T5 


f 
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c 


c 
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phone :    597-3937      T9P  -  3L5 
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BEST  BOOKS  LTD. 
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